BOSTON 

PUBLIC 

LIBRARY 


Digitized  by  the  Internet  Archive 

in  2011  with  funding  from 

Boston  Public  Library 


http://www.archive.org/details/rehousingoperatiOObost 


i:,--^-nmHmn 


BOSTON  REDEVELOPMENT  AUTHORITY 


PAI'ilLY  RELOCATION  DEPARTi'IENT 


REHOUSING  OPERATIONS  MANUAL 


Robert  A.  Caddigan 

Rehousing  Supervisor 

Family  Relocation  Department 

January  196 7 


m-) 


c 


CONTENTS  PAGE 


OnGANIZATION  CHART,  Department  of  Family  Relocation 

Central  Office,  South  Station 

ORGANIZATION  CHART,  Project  Rehousing  Unit 

INTRODUCTION 


SECTION  1,   REHOUSING  RESPONSIBILITIES 

Assistant,  Rehousing  l\. 

Clerk-Typist,  Rehousing  5 

Housing  Inspection  1 

Procurement,  Relocation  Resources  1 

Purchases,  Expediting  2 

Responsibilities,  Rehousing  Section  2 

I              Secretary,  Rehousing  5 

Specialist,  Rehousing  i[. 

Specialist,  Senior  Rehousing  3 

Sub-Standard  Conditions,  Correction  2 

Code  Enforcement  2 

Supervisor,  Rehousing  3 

SECTION  2,      PROCEDURES 

Correction  of  Sub-Standard  Conditions  13 

Code  Enforcement  13 

Expediting  Relocatee  Purchases  15 

Pile  System  and  Records  Control  19 

Housing  Inspection,  Responsibility  9 

Inspections,  Processing  10 

L_                 Standard  Available  11 

*i^                 Sub-Standard  Available  11 

Sub-Standard  Occupied  12 


,< 


CONTENTS  PAGE 

Office  Procedures,  Activity  and  Personnel  17 

Procurement,  Relocation  Resources  6 

Rehousing  Secretary,  Daily  Check  List  l8 

Re-Inspection,  Sub-Standard  Occupied  12 

Sales  Resources  8 

SECTION  3.   REHOUSING  FORMS  AND  LETTERS 

Available  Private  Rentals  21 

Form  23 

Processing  22 

Housing  Inspection  Record  (RF-7)  2l|. 

Form  26 

Letters  52 

To  Relocatee  on  Post-Move  Inspection  53 

To  Landlord  on  Sub-Standard  Available  ^ij. 

To  Landlord  on  Sub-Standard  Occupied  55 

To  Landlord,  10-Day  Follow  Up,  SS.  Occupied  56 

To  Housing  Inspect,  Dept ,  on  Sub-Standards  57 

Referral  Letter  to  Relocatee  on  Avail,  Standard   58 

Instructions  59 

To  Relocatee,  Housing  Referrals  With  Waiver  60 

Waiver  61 

Instructions  62 

Monthly  Rehousing  Activity  Record  33 

Form  J^ 

Private  Housing  Resource  Card  29 

Form  30 

Processing  29 

Private  Rental  Requisition  2? 

Form  28 

Processing  27 

Progress  Log,  Sub-Standards  Occupied  31 

Form  32 

Processing  31 

Request  for  Inspection,  Avail,  Private  Rental  Form  I4.2 


1 


CONTENTS  PAGE 


Request  for  Inspection  (RF-8)                        37 

Forms  39-ill 

Processing  38 

Sales  Housing  Progress  Report                        I4.3 

Form  iii}. 

Sales  Housing  Record  l\.$ 

Form  ii.7 

Processing  i].6 

Sales  Housing  Statistics  l\.Q 

Form  ij.9 

Sales  Listing  Card  $0 

Po  nn  51 

Weekly  Rehousing  Activity  Record  35 

iPorm  36 


SECTION  k.      FHA  221-D~2  PROVISIONS  AND  PROCEDURES 
and  VA  RE-INSTATEMENT  PROCEDiJRES 

PHA  221-D-2 

Cash  Requirements  6i|. 

Certificate  of  Eligibility  70 

Form  71 

Instructions  72 

Memo  No.  36I  68 

Conditions  and  Restrictions  63 

Down  Payment  6^ 

Eligibility  and  Procedure  66 

How  Borrower  Applies  for  Loan  6l\. 

Mortgage  Limits  65 

Pertinent  FHj\  Forms  75 

Processing  73 

Provisions  Pertain,  to  Urban  Renewal  Relocatees   63 

Schedule  of  Increased  Mortgage  Limits  74 

VA  Re-Instatement  Information  and  Procedures           76 

Letter  Veteran  Should  Send  77 

Letter  from  BRA  to  VA  78 


c 


c 


FAMILY  RELOCATION  DEPARTMENT 


CENTRAL  OFFICE 


Director  i 

of 

Relocation  ; 


Secretary 


Director  Research 
and  Planning 


Planner 


Statistics  and 
Records  Supervisor 


Statistical  Clerk 


Clerk -Typist 


Receptionist 


Director  Program 
Development 


Program  Evaluation 
Specialist 


Secretary 


Rehousing  Supervisor 


Secretary 


c 


<L 


TYPICAL  PROJECT  RELOCATIOl-T  SECTION 


j  Relocation  j 
j  Supervisor  j 


Secretary 


Relocation  Specialist   !  Senior  Rehousing 
]  i     Specialist 


Claims  Exaininer 


Relocation  Assistant  !  |                    ;  ;  Records  Coordinator 
!  ;  Rehousing  Specialist  i  ' 


i 


Clerk-Typist  ' 


Rehousine;  Assistant 


Clerk-Typist 


Secretary 


* 


c 


V 


INTxRODUCTION 


The  effectiveness  of  the  relocation  program  is  dependent 
upon  a  high  level  of  professional  proficiency  within  the 
rehousing  staff.   Our  responsibilities  are  defined  in  this 
Manual  as  are  our  procedures  and  goals.   None  of  these 
factors  intIII  lend  much  to  the  overall  success  of  the  relo- 
cation program  unless  they  are  based  upon  a  high  degree 
of  integrity  on  the  part  of  each  of  us  responsible  for 
family  relocation. 

To  keep  our  rehousing  functions  up  to  par,  we  must  direct 
our  efforts  at  the  procurement  of  private  rental  and  sales 
resources  of  high  quality.   We  should  accept  no  dwelling 
unit  which  might  be  considered  marginally  standard, 
"Marginal"  cannot  be  considered  as  good  enough.   We  must 
further  pace  ourselves  for  maximum  efficiency  in  completing 
inspections  and  effecting  correction  of  sub-standard  con- 
ditions.  Never  should  a  relocatee  move  to  sub-standard 
conditions  because  he  couldn't  or  wouldn't  await  the  find- 
ings of  a  housing  inspection  requested  for  him.   Most 
important  is  the  sincex^ity  with  which  we  meet  our  responsi- 
bility to  the  relocatee.   There  is  no  degree  of  sincerity 
,  ,  ,  We  have  it  or  we  don't  .  ,  .  When  in  doubt,  we  might 
ask  ourselves  what  calibre  of  service  we  might  rightfully 
demand  if  we  were  the  relocatee. 

Since  rehousing  is  integral  to  the  relocation  program, 
this  Manual  is  designed  as  a  reference  for  all  who  are 
responsible  for  family  relocation.   It  will  be  especially 
useful  in  establishing  rehousing  units  in  new  projects  and 
in  maintaining  uniform  rehousing  procedures  throughout  all 
projects. 
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I .   SECTION 
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A.   PRIMARY  SECTION  RESPONSIBILITIES; 

!•   PROCUREMENT  of  standard  relocation  housing  within 
the  means  of  relocatees.   (See  "Rehousing  Training 
and  Information  Bulletin  #1.) 

2.  HOUSING  INSPECTION. 

3.  CORRECTION  of  sub-standard  housing  conditions, 

1,  PROCUREMENT  of  standard  relocation  resources 
will  be  at  least  city^wide.   Special  procure- 
ment efforts  vrill  be  made  in  the  suburbs  as 
particular  relocatees  may  request.   There  are 
several  resources  through  which  a  satisfactory 
Inventory  of  standard  dwelling  units  may  be 
maintained.   Examples  are: 

a.  A  continuing  rapport  with  the  real  estate 
community,  i.e.  brokers,  landlords,  rental 
agents  J  property  managers,  building  super- 
intendents, etc. 

b.  Daily  check-out,  by  phone,  of  newspaper 
ads  on  available  private  rentals, 

c.  Maintain  at  least  bi-weekly  contact  on 
current  availability  with  landlords 
who've  previously  provided  standard  units, 

d.  Canvassing,  by  inspectors  and  relocation 
workers  (during  their  daily  routine  travels), 
for  vacancies,  signs,  etc, 

e.  Sales  listings  are  procured  through  the 
real  estate  community,  Pair  Housing,  Inc, 
P.H.A.  and  V.A.  listings.   News  ads, 
again,  might  reveal  properties  for  sale 
which  fit  particular  desires  expressed  by 
relocatees, 

f.  Initiative  and  ingenuity  of  all  responsible 
for,  or  able  to  contribute  to,  procurement 
of  standard  housing  resources. 

2.  HOUSING  INSPECTION  will  ascertain  whether  any 
dwelling  unit  to  which  a  relocatee  intends 

to  move,  or  has  moved,  is  decent,  safe  and 
sanitary.   The  basis  for  this  determination 
are  local  building  and  health  codes.   Basic 
codes  of  concern  here  relate  to: 


<: 


c 


a.  Building 

ba •  Health 

c.  Plumbing 

d.  Electrical 
.e.  Egress 

f.  Space,  use  and  occupancy 


3,   CORRECTION  of  sub-standard  items  is  fundamentally 
initiated  and,  hopefully,  attained  through  personal 
contact  with  subject  landlord,   li/hen  landlord 
cooperation  is  unattainable,  correction  is 
attempted  by  direct  referral  of  sub-standard 
conditions  to  the  Housing  Inspection  Department, 
City  of  Boston,  for  code  enforcement, 
NOTE:   Sub-standard  conditions  discovered  within 
a  project  conservation  area  should  first  be 
approached  via  the  project  rehabilitation 
section.   Determination  should  be  made  whether 
the  subject  property  has  been  (rehab.)  surveyed, 
and  at  what  stage  rehabilitation  efforts  on  the 
dwelling  unit  might  be. 


B.   SECONDARY  SECTION  RESPONSIBILITIES; 

1,  EXPEDITE  RELOCATEE  PURCHASES.   Conducted  by  a 
Rehousing  Specialist  knowledgeable  in  the  fields 

of  residential  sales  and  finance.   Effected  through 
liaison  with  mortgage  lenders,  real  estate  brokers, 
attorneys,  P.H.A.  or  V.A.,  as  each  might  relate 
to  particular  purchases, 

2,  MAINTAIN  RECORDS  of  progress  and  completion  of 
aforementioned  section  functions. 


INDIVIDUAL  RESPONSIBILITIES 


REHOUSING  SUPERVISOR;   Central  Office, 

Pairiily  Relocation  Department 


1,  Oversee  the  execution  of  preceding  outlined 
rehousing  functions  throughout  all  projects, 

2,  Develop  and  periodically  up-date  a  Manual  of 
uniform  rehousing  procedures  applicable  to  all 
projects, 

3,  Provide  direction  and  continuing  training  to 
rehousing  personnel,  that  each  member  may  attain 
maximum  knowledge  and  capability  in  his  position, 

I4.,   Plan  and  adjust  rehousing  procedures  toward 
maximum  efficiency, 

5«   Periodically  evaluate  rehousing  staff  performance, 
capability,  attendance  and  initiative.   Make 
recommendations,  accordingly,  on  leave,  raises 
and  advancement, 

6,  Be  responsible  for  pr'eparation  and  presentation 
of  quarterly,  annual  and  special  reports  or 
statistics  regarding  rehousing  activity  in  all 
projects, 

7.  Interview  and  evaluate  applicants  for  rehousing 
positions  for  possible  recommendation  to 
Directors  of  Family  Relocation  and  Personnel, 


SENIOR  REHOUSING  SPECIALIST;   Project  Rehousing  Unit 


1,  To  assist  the  Rehousing  Supervisor  in  directing 
rehousing  activities  within  his  assigned  project, 

2,  Assist  in  orientation  and  on-the-job  training  of 
newly  employed  rehousing  personnel, 

3,  Periodically  evaluate  and  make  recommendations 
on  rehousing  forms,  procedures  and  performance, 

l\-.      Be  responsible  for  preparation  and  presentation 
of  project  quarterly,  annual  and  special  reports 
and/or  statistics  on  project  rehousing  activities, 
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5.  Advise  Rehousing  Supervisor  and  Project  Supervisor 
of  PaiTiily  Relocation  of  any  serious  inadequacy  in 
individual  rehousing  personnel  performance  or 
other  problems  affecting  rehousing  efficiency, 

6.  Carry  out  the  basic  functions  of  rehousing,  i.e. 
procurement,  inspection  and  the  correction  of 
sub-standard  conditions, 

7.  Offer  all  reasonable  assistance  to  relocatees 
considering  purchasing  a  relocation  home  and 
expedite  relocatee  purchases  committed.   This 

is  a  specialized  area  for  the  Rehousing  Specialist, 
requiring  extensive  knowledge  in  the  field  of  real 
estate  finance, 

8e   Refer  sub-standard  conditions  to  Housing  Inspection 
Department  when  code  enforcement  becomes  only 
alternative. 


REHOuSIMG  SPECIALIST;   Carry  out  responsibilities  noted 

in  Items  6  and  7  under  "Senior 
Rehousing  Specialist." 


REHOUSING  ASSISTANT: 


1,  Take  prime  responsibility  for  the  maintenance  of 
an  inventory  of  private  rentals;  effected  through 
continuing  rapport  with  the  real  estate  community, 
and  canvassing  for  vacancies  during  routine  daily 
travels.   These  resources  should  meet  specific 
needs  of  relocation  worker's  "Private  Rental 
Requisition. " 

2,  Inspect  housing  per  objectives  outlined  in 

section  A-1,  "Primary  Section  Responsibilities,"  page  1, 

3,  Exert  all  reasonable  effort  to  correct  sub- 
standard conditions  through  personal  contact 
with  subject  landlord,   /irhen  landlord  cooperation 
is  refused  or  infeasible,  discuss  case  with  Senior 
Rehousing  Specialist  and  make  applicable  alterna- 
tive recommendations,  such  as  further  relocation, 
and/or  referral  to  Housing  Inspection  Department, 

II-,   Cooperate  with  relocation  staff  when  mutual 

effort  might  expedite  a  satisfactory  relocation. 
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5.   Prepare  reports,  etc.  as  directed  by  Senior 

Rehousing  Specialist  and/or  Relocation  Supervisor, 


SECRETARY; 


1.  Receptionist  to  relocatees  visiting  Rehousing 
section  (usually  regarding  purchase  housing, 
sometimes  available  rentals) . 

2.  Receive  and  assign  inspection  requests.   Record 
progress  and  completion  of  same, 

3.  Forward  completed  inspections  to  Records  section 
via  relocation  worker, 

[j-.   Maintain  files  of  completed  inspections. 

5.  Maintain  file  and  progress  check  on  correction 
of  sub-standard  units, 

6.  Check  daily  newspapers,  and  periodically  phone 
real  estate  contacts  on  current  available  private 
rentals, 

7.  Prepare,  and  forward  to  relocation  staff  a 
daily  list  of  available  private  rentals,  with 
two  copies  to  Central  Rehousing  Office, 

8.  Assist  Senior  Rehousing  Specialist  in  preparation 
and  presentation  of  reports  and  statistics, 

9.  Section  correspondence,  i.e.  letters,  memos, 
filing,  etc, 

10,   Handle  section  telephones  as  necessary. 


CLERK -TYPIST;   Depending  upon  workload,  to  assist  in 
duties  outlined  for  secretary. 
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BOSTON  REDEVELOPMENT  AUTHORITY 


PAI4ILY  RELOCATION  DEPARTMENT 


SECTION  2 


PROCEDURES 
I.   PROCUREl-lENT  OP  RELOCATION  RESOURCES 
II.   HOUSING  INSPECTION 
III.   CORRECTION  0?  SU3-STAITOARD  CONDITIONS 
IV.   EXPEDITING  RELOCATES  PURCHASES 
V.   Ox^PICE  PROCEDURES 
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PROCUREMENT  OP  RELOCATION  RESOURCES 


Directly  responsible  for  the  procurement  of  private  rental 
and  sales  listings  are: 

1,   Rehousing  Specialists 
2o   Rehousing  Assistants 
3»   Rehousing  Secretary 

Those  able  to  contribute  to  this  effort  are: 

1.   The  Relocation  Workers, 

2o  Any  Staff  Member  who,  through  his  own  initiative  and 
ingenuity  can  provide  leads  to  housing  resources, 

A  brief  review  of  relocation  resources  to  be  continually 
exploited  and  designation  of  personnel  primarily  responsible 
or  able  to  contribute  to  each: 


RESOURCE 


RESPONSIBLE 


EFFECTIVE 
COMMUNICATION 


A,  Real  Estate  Community 
(Brokers,  Rental  Agents, 
Property  Managers,  Building 
Superintendents,  Etc.) 

B,  Newspaper  Ads. 

C,  Periodic  Contact  with 
Established  Resoux'ces, 

D,  Canvassing  for  Signs  or 
Obvious  Vacancies. 


Rehousing  Specialist 
"     Assistant 
"     Secretary 
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Specialist 
Secretary 


"     Specialist 
"     Assistant 
Relocation  Workers 
and  Other  Staff 


Personal 
Personal 
Phone 


Secretary   Phone 


Personal 
Phone 

Personal 
Personal 
Personal 
Personal 


■R. 


Sales  Listings 


Rehousing  Specialist 
"     Assistant 


Personal 
Personal 


Any  leads  on  available  listings  should  be  presented  to 
Rehousing  Secretary  who  will  arrange  inspection, 

A  daily  list  of  available  private  rentals  will  be  composed 
as  promptly  as  possible  by  the  Rehousing  Secretary  upon  re- 
ceiving the  completed  Inspection  Form  (RP-7)  from  the 
Inspector, 


€ 


Copies  of  all  "Available  Lists"  will  be  distributed  as 
follows: 

1,  Relocation  Supervisor 

2,  Each  Relocation  Worker 

3,  Two  copies  to  Central  Rehousing  Office  for 
incorporation  in  a  Master  List  of  city-wide 
availables  procured  by  all  projects.   This  list 
to  be  re-distributed  making  all  units  procured 
available  to  all  projects 

ij..   Rehousing  Pile 

Available  units  procured,  listed  and  inspected  to  fill 
specific  requests  by  workers  must  be  given  to  the  subject 
worker  immediately  upon  completion.   The  worker  is  urged  to 
notify  rehousing  as  early  as  possible  whether  or  not  the 
relocates  will  utilize  the  unit.   If  not,  it  should  be 
included  in  the  ensuing  Available  List, 

For  example  of  uniform  "Available  Private  Rentals'^  list 
see  Section  3>  Rehousing  Forms  and  Letters,  page  23, 
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SALSS  RESOURCES 

In  addition  to  personal  contact  with  the  real  estate  community, 
the  Rehousing  Specialist  must  avail  himself  of  the  follov;ing 
mailing  lists.-;;-   Also,  the  persons  listed  can  be  very  helpful 
in  providing  resources  and/or  expediting,  purchases. 


RESOURCE 


PERSONNEL 


F,H.A.  FORECLOSURES; 

Federal  Housing  Administration 
Property  Management  Division 
John  F,  Kennedy  Federal  Building 
Boston,  Mass,  02203 

Phone:   General  Information 
223-7305 


V.A.  FORECLOSURES: 


Irving  Solomon:  Chief,  Property 

Management 
Phone:   223-7317 

Stanley  Caren:  Chief,  Mortgage 

Credit 
Phone:   223-7320 

Jerry  Sullivan:  Loan  Examiner 
Phone:   223-7320 

'/alter  Wilworth:  Chief, 

Appraisal 
Phone:   223-7307 


Property  Management  Section 
Loan  Guaranty  Division 
Veterans  Adm.  Regional  Office 
John  F.  Kennedy  Federal  Building 
Boston,  Mass.  02203 

Phone:   General  Information 
223-30I4.9 


FAIR  HOUSING,  INC  : -i^c- 

li|  Crawford  Street 
Roxbury,  Mass.  02121 

Phone:   HI  5-5900 


Richard  J.  Quigley:  Chief, 

Property  Management  Section 
Phone :  223-30^8 

Jos.  A.  Miller:  Loan  Guaranty 

Officer 
Phone :  223-30[j.6 

Edwin  M.  Hall:  Asst.  Loan 

Guaranty  Officer  &  Chief, 
Loan  Processing 

Phone :   223-30[j.7 

James  J.  Delaney:  Chief,  Con- 
struction &.   Valuation  Section 
Phone:   223-3061 


Sadelle  Sacks:  Director 
Judy  Kowltz:  Asst.  Director 
Helena  Nulty:  Sales  Housing 
Norma  Wales:  Emergency  Shelter 
Phyllis  Stevens:  Secretary 


-"f  R.P.A,  regulations  require  maintenance  of  P.H.A.  and  V.A. 
sales  listings  in  each  project.   Their  availability  must  be 
known  and  easily  accessible  to  all  relocation  staff. 

;~;c-  Will  also  investigate  suspected  discrimination. 
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II 

HOUSING-  INSPECTION 

Housing  inspection  is  the  responsibility  of: 

1.  Rehousing  Specialists 

2,  Rehousing  Assistants 

The  inspection  is  carried  out  according  to  requisites  out- 
lined on  the  Inspection  Pom  (RP-7)  .   Since  recommendations 
and  referrals  must  be  made  on  sub-standard  units,  the  in- 
spector must  pay  special  attention  to  detail  in  completing 
the  form.   Items  on  the  "Check  List"  and  his  remarks  must 
substantiate  his  recordinendations  and  facilitate  any  necessary 
referral  to  the  Housing  Inspection  Department,   It  is,  there- 
fore, apparent  that  every  item  on  the  forra  is  important  and 
may  relate  to  several  alternative  courses  of  action. 

It  is  imperative  that  each  inspection  be  expedited,   A 
request  for  inspection  not  completed  within  twenty-four 
hours  should  be  of  concern  to  the  Senior  Rehousing  Specialist, 
Delays  should  be  discussed  with  the  assigned  inspector  and 
action  taken.   Early  resolution  and  notification  of  progress 
to  the  subject  relocation  worker  are  most  important.   This 
notification  is  made  by  returning  copy  of  request  to  the 
worker,  noting  delay,  its  cause,  and  action  to  be  taken. 
Our  prime  concern  here  is  to  prevent  any  relocatee  from 
moving  to  a  sub- standard  unit  simply  because  we've  not 
effected  the  inspection  and  notified  him  of  the  results. 

Difficult  questions  on  what  conditions  are  "standard"  and 
what  are  not  should  be  taken  up  with  the  Rehousing  Super- 
visor,  He  will  have  the  answer  or  get  it  from  the  applicable 
City  Department,  usually  the  Housing  Inspection  Department, 
Routine  matters  of  this  nature  may  be  ans^^^ered  by  the  Senior 
Rehousing  Specialist  and  confirmed  by  the  Rehabilitation 
Staff,  Xirho  are  very  X'/ell-inforraed  on  Building  and  Health 
Codes,   The  inspector  should  consider  any  questionable  \init, 
the  quality  of  vjhich  leaves  serious  doubt,  as  sub-stazidard, 
for  our  purposes  at  least  until  he's  resolved  that  doubt. 
Needless  to  say,  the  resolution  of  such  questions  must  also 
be  expedited, 

V/e  will  inspect  all  dwelling  units  to  be  occupied  by  or 
referred  to  relocatees  in  the  City  of  Boston  and  any  town 
or  city  contiguous  to  Boston.   -/e  d£  not  inspect: 

1.  Public  Housing 

2.  P.H.A.,  221-D-3  Pinanced  Rental  Housing 

3.  P.H.A.  or  V.A.  Pinanced  Purchases  --- 

l|..   Housing  in  Towns  or  Cities  Non-Contiguous  to  Boston 

For  exaraple  of  "Housing  Inspection  Record"  (Rp-Y) ,  see 
Section  2> i    Rehousing  Porms  and  Letters,  pages  2i|-26, 

-;;-An  inspection  sheet  with  the  notations  "Too  Par  To  Inspect, 
PHA  or  VA"  should  be  processed  as  a  standard  inspection 
would  be  in  these  cases. 
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PROCESSING  INSPECTIONS 


1.  ORIGIN:   "REQUEST  FOR  INSPECTION"  (RF-8,  four  copies.) 
From  worker  to  rehousing  secretary,   V/orker  retains  one, 
submitting  three  copies  to  rehousing.   On  "Availables" 
rehousing  secretary  prepares  Request  For  Inspection 
(RP-8A)  in  duplicate. 

2.  ASSIGNI'lENT;   Rehousing  secretary  gives  two  copies  of 
"Request"  to  inspector  and  files  third  in  "Inspections 
Pending"  file  alphabetically  by  subject  address.   On 
Availables,  inspector  gets  one  copy  and  second  is  filed 
"Pending." 

3.  COMPLETION;   Inspector  makes  the  inspection  and  completes 
"^Housing  Inspection  Record"  (RF-7)  in  triplicate.   (When 
entry  to  inspect  is  delayed,  inspector  advises  secretary 
of  reasons  for  delay  and  action  he  proposes.   The  secre- 
tary advises  worker  iinmediately,  by  returning  copy  of 
request  with  appropriate  remarks,   A  letter  to  the  sub- 
ject landlord  or  relocatee  may  be  necessary  when  personal 
and  phone  contacts  are  to  no  avail.) 

I+.   ALTERNATIVE  IffiSULTS  AND  PERTINENT  PROCESSING; 
STANDAi^D  OCCUPIED  UNIT; 

A,  Rehousing  secretary  files  the  three  completed 
inspection  forras  alphabetically  by  relocatee 's 
name  in  "Standard  Occupied"  file, 

B,  Upon  vacating  the  relocatee,  the  relocation 
worker  gets  two  copies  of  completed  inspection 
from  rehousing  secretary.   Secretary  notes  this 
issuance  on  the  third  copy  which  she  retains  in 
"Standard  Occupied"  file, 

C,  Upon  closing  case,  worker  includes  the  two  copies 
of  the  inspection  when  submitting  the  completed 
case  file  to  Supervisor  for  final  approval. 

D,  Upon  granting  his  approval  that  case  may  be  closed, 
the  Relocation  Supervisor  forwards  the  complete 
file,  including  the  two  copies  of  inspection  to 
records  section, 

E,  Relocation  payment  section  will  request  copy  of 
inspection  from  records  upon  the  receipt  of 
relocatee 's  application  for  Relocation  Adjustment 
Payment . 
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STANDARD  AVAILABLT:  UNIT; 

A.  Rehousing  secretary  Includes  listing  on  current  "."vailable 
Private  Rental"  list  and  files  the  three  copies  of 
inspection  alphabetically  by  street  address  in  "Standard 
Available"  file. 

B.  Upon  vacating  a  relocatee  to  a  "Standard  Available" 
(LPA  referral),  the  relocation  worker  will  initiate 
steps  B,  C,  D  and  E  as  noted  above  under  "Standard 
Occupied  Unit". 

MOTE;   A  standard  unit  upon  which  a  relocatee  has  made 
a  deposit  will  be  processed  in  the  same  manner 
as  a  "Standard  Occupied".   Should  the  relocatee 
renege  on  such  a  rental,  the  worker  will  notify 
the  rehousing  secretary.   The  secretary  will  then 
confirm  its  current  availability  and  process  it 
as  a  "Standard  Available"  unit. 


SUB-STANDJi.RD  AVAILABLE: 

A,  Inspector  seeks  cooperation  of  landlord  in  remedying 
sub-standard  conditions, 

B,  If  landlord  will  cooperate,  a  re-inspection  date,  p.-  early 
as  possible,  is  scheduled. 

C,  Rehousing  secretary  will  file  the  three  copies  of  the 
inspection  in  the  31-clay  "Re-Inspections"  file  on  the  day 
prior  to  scheduled  re-inspection  date.   This  is  to 
minimize  the  possibility  of  overlooking  it  on  the 
re-inspection  date, 

D,  If  re-inspection  proves  standard,  the  rehousing  secretary 
will  then  process  i t  as  a  "Standard  Available"  unit, 

E,  If  the  landlord  will  not  cooperate,  the  unit  is  so 
deplorable  as  to  preclude  contacting  him  or  re-inspection 
after  reasonable  time  proves  still  sub-standard,  then 
the  rehousing  secretary  will  refer  the  deficiencies  to 
the  Housing  inspection  Department  for  enforcement. 

MOTE;   Unless  relatively  minor  deficiencies  exist  and 
landlord  cooperation  is  likely,  minimum  time 
should  be  devoted  to  effecting  the  correction 
of  sub-standard  conditions  in  avai  lable  units. 
Reasonable  effort  should  be  made  on  units  which 
specifically  fit  the  needs  of  the  caseload. 
The  extent  of  deficiency,  landlord's  attitude 
and  the  element  of  time  should  be  weighed,  by 
the  inspector,  in  making  this  judgment. 
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SUB-STANDARD  QC JUPIED ;   (Needless  to  say,  this  is  the 
category  to  which  we  must  apply  maximura  correction  effort.) 

A,   Steps  A,  B  &  C  under  "Sub-Standard  Available"  will  be 
follox-jed.   (Correction  effort) 

B«   If  re-inspection  proves  standard  the  rehousing  secretary 
will  so  notify  the  relocation  worker  of  the  change  and 
forward  two  copies  of  the  newly-standard  inspection  to 
him, 

C,  The  worker  will  notify  his  Supervisor  and  request 
approval  to  close  the  case.   Then,  copies  of  the 
inspection  will  go  to  records  and  relocation  payment 
section.   Records  will  adjust  the  category  from  a 
sub-standard  to  a  standard  move, 

D,  If  the  landlord  will  not  cooperate,  the  unit  is  deplor- 
able, it's  overcrowded  or  re -inspection  after  reasonable 
time  and  effort  prove  it  sub-standard,  then,  the  re- 
housing secretary  will  refer  the  deficiencies  to  the 
Housing  Inspection  Department  for  correction.   Con- 
currently, the  inspector  will  recomraend,  by  memo, 
further  relocation  effort.   At  the  discretion  of  the 
Relocation  Supervisor,  this  effort  may  be  made  by  the 
Rehousing  Specialist, 

E,  In  the  event  that  a  relocatee  chooses  to  remain  in 
sub-standard  conditions  and  rejects  all  referrals  to 
standard  units  or  further  relocation  assistance,  he 
should  be  asked,  by  the  Rehousing  Specialist,  to  sign 
a  waiver  stating  that  such  is  his  wish.   Such  a  waiver 
will  indicate  that  all  reasonable  effort  by  relocation 
and  rehousing,  on  behalf  of  the  subject  relocatee,  had 
been  exhausted  and  all  assistance  rejected.   (See 
Model  Letter  With  V/aiver  in  Stctio;-  3>  Rfchousing  Forms 
and  Letters,  pages  60-61,) 
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Ill 

CORRECTION  OP  SUB-STANDARD  CONDITIONS 


Effecting  correction  of  discovered  sub-standard  conditions 
is  the  responsibility  of: 

1,  Rehousing  Specialists 

2.  Rehousing  Assistants 

Logically,  the  inspector  who  made  the  subject  inspection  is 
best  equipped  to  make  judgment,  take  action  and  make  sub- 
sequent recommendations  on  his  inspection. 

The  alternative  recommendations  on  a  sub-standard  unit  might 
be: 

1*   Re-jnspection  when  landlord  will  cooperate  and  a 
re-inspection  date  is  scheduled. 

2,  Referral  to  Housing  Inspection  Department  for  Code 
enforcement  and/or 

3.  Referral  to  Relocation  Staff  for  further  relocation 
effort  if  occupied. 

Recommendations  2  and  3  i-.'l.ll.  be  applicable  to: 

P.     Deplorable  unit  not  worthy  of  correction  effort. 

B,  Non-Cooper ative   Landlord. 

C.  Overcrowded  Unit    (which,    incidentally,   may  be 
standard  otherwise). 

Consideration   of   these    alternatives   reveals   that   the   in- 
spector must   take   the   following   steps   to   arrive   at  his  rec- 
ommendation: 

1,  Upon  discovering   sub-standard  conditions,    he   should 
contact   the   landlord  and  ask   cooperation, 

2,  If   cooperation  is  indicated,    a  re-inspection  date 
should  be   set   and  honored, 

3,  If  unit   is   deplorable,    asking   the   landlord's 
cooperation  may  border   on  the   ridiculous.      In  this 
case,    as    in  the   case    of   overcrowding,    the    afore- 
mentioned referrals   to  the   Inspection  Department    and 
Relocation  Staff   are  made. 
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Our  greatest  concern  should  be  with  sub-standard  units  which 
are  occupied.   On  these,  we  should  exhaust  all  reasonable 
effort  toward  correction  before  referral  for  enforcement  or 
further  relocation.   We  should  concern  ourselves  with  sub- 
standard "avallables"  If  relatively  easy  correction  Is 
apparent  In  order  that  we  utilize  every  available  unit  of 
good  quality.   On  "avallables"  of  poor  quality  we  will  not 
explore  correction  alternatives.  We  will,  however,  refer  all 
sub-standard  conditions,  the  correction  of  which  we  could  not 
reasonably  effect,  to  the  Housing  Inspection  Department,  City 
of  Boston, 

Remember,  we  need  maximum  landlord  cooperation.   This  Is  why 
all  reasonable  effort  should  be  made  to  maintain  amiable  and 
effective  rapport  on  both  the  correction  of  sub-standard 
conditions  and  on  supplying  quality  relocation  resources. 
Work  with  him  -  get  him  working  with  you.   Surely  we  _do  not 
need  the  landlord  who  continually  offers  sub-standard  units. 
Such  landlords  are,  rightfully,  the  concern  of  the  Housing 
Inspection  Department,  We  will  make  appropriate  referrals  on 
this  kind  of  landlord.  We  must  be  careful,  however,  that  we 
do  not  alienate  a  fruitful  housing  resource  through  a  pre- 
mature referral  to  the  Housing  Inspection  Department, 
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IV 
EXPEDITING  RELOCATEE  PURCHASES 


Assisting  the  Relocatee-Purchaser  is  the  responsibility  of 
the  Rehousing  Specialist, 

Assistance  should  be  offered  the  potential  relocatee- 
purchaser  as  early  as  possible.   The  advice  and  guidance  of 
the  Rehousing  Specialist  can  surely  better  equip  the  relo- 
catee  for  decision  making.   It  may  go  only  as  far  as  reveal- 
ing to  him  that  buying  is  not  his  most  practical  course. 
On  the  other  hand,  it  may  involve  many  areas  of  assistance 
from  the  "idea"  to  buy  to  taking  title  to  his  purchase. 
This  help  is  best  initiated  through  an  interview  with  the 
relocatee  as  soon  as  the  x^orker  determines  that  purchasing 
is  his  primary  relocation  desire.   Such  an  interview  should 
cover: 

A,  A  review  of  EHA  221-D-2  provisions,    (See  Section  I4., 
PHA  221-D-2  Provisions  and  Procedures,) 

B,  Review  of  other  applicable  mortgage  alternatives; 
conventional,  VA,  PHA  203,  J'HA  220,  and  RPA  312, 
if  potential  purchase  is  within  a  project  rehabil- 
itation area.   A  relocatee  buying  a  house  subject 
to  BRA  rehabilitation  is  best  referred  to  rehabil- 
itation section  for  guidance  and  financing 
assistance, 

0,   Analysis  of  relocatee 's  ability  to  buy  and  feasible 
price  range.   Major  considerations  here  are  income, 
financial  obligations,  and  credit,  Relocatee 's 
desires  on  type  of  house  and  location  are  equally 
relevant.   Income  information  vxill  have  been 
gathered  by  the  worker  prior  to  the  interview. 
Repetition  of  inquiries  already  made  by  worker 
should  be  avoided  wherever  possible, 

D.  Advise  relocatee  of  inspection  service  available 
to  him.  Generally,  PHA  and  VA  purchases  are  not 
inspected, 

E,  Briefly  note  necessity  for  relocatee  to  assure 
himself  that  his  broker  is  licensed  and  reputable. 
Advise  him  that  the  rehousing  specialist  will 
assist  with  paper  work  and  arrange  his  mortgage 

if  he  has  no  broker,  i.e.  if  dealing  direct  with 
the  seller. 
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P,   Advise  relocatee  to  engage  an  attorney  for  approval 
of  any  papers  pertinent  to  the  purchase  before  he 
signs  them.   This,  especially,  if  any  doubt  exists 
in  his  mind  that  the  Agreement  is  properly  drawn 
and  includes  all  conditions  agreed  to  by  both 
parties. 

G,   Discuss  an.y  problems  peculiar  to  the  particular 
relocatee* s  situation. 

H.   Impress  upon  him  that  the  Rehousing  Specialist 

is  qualified  and  ready  to  help  him  to  avoid  trouble, 
and  to  expedite  his  purchase.   To  take  full  advan- 
tage, the  relocatee  must  be  persuaded  to  keep  his 
relocation  worker  and  the  Rehousing  Specialist 
advised  of  his  progress  and  need  for  assistance, 

I,  Advise  action  he  can  take  if  discrimination  is 
suspected.   Give  specific  instructions  on  con- 
tacting the  Commonwealth  of  Massachusetts 
Commission  on  Discrimination. 

Actual  expediting  of  a  purchase  to  which  the  relocatee  has 
committed  himself  is  accomplished  through  liaison  with  the 
real  estate  broker,  seller,  mortgage  lender,  P.H.A.,  V.  A., 
attorneys  or  others  concerned  with  satisfactory  completion 
of  the  purchase. 

For  recording  purchase  activity  see  Section  3,  Rehousing  Forms 
and  Letts  rs;  "Sales  Housinfj  Record,"  page  I4.S , 

NOTE;   In  special  cases,  particular  or  unique  factors  may 
seem  to  preclude  purchasing  by  a  relocatee  who  may, 
in  most  respects,  appear  qualified  to  buy.   In 
such  cases,  the  Rehousing  Specialist  should  meet 
with  the  Rehousing  Supervisor  and  other  Rehousing 
Specialists  to  review  the  case.   All  avenues  should 
be  explored  through  which  the  problem  must  be 
resolved.   Criteria  for  continuing  effort  is 
"...can  the  relocatee  service  the  debt,  and  what 
is  the  likelihood  of  his  dependably  meeting  the 
responsibilities  of  home  ownership."   If  our 
opinion  of  liim  in  this  respect  is  affirmative, 
then  we  should  exhaust  every  effort  to  assist 
hira  in  realizing  his  desire  to  buy. 
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V 


REHOUSING   UNIT    OFFICE   PROCEDURES 


Office   duties   in  the  project  rehousing  unit   are    the  responsi- 
bility of: 

1.  The   Senior  Rehousing  Specialist 

2.  The   Rehousing  Secretary 

3.  (The   Rehousing  Clerk-Typist   if   caseload  warrants   one) 


Briefly  outlined  are    areas    of   office   activity  and  related 
personnel  responsibility: 


i^CTIVITY 


PERSONNEL 


A.  Routine  Supervision 

B.  Orientation  and  Training 

C.  Reports  and  Statistics 

D.  Receptionist 

E.  Receive,  Assign  and  Record 
Progress  of  Requests  For 
Inspection 

P.   Liaison  on  Inspection  Matters 
and  Available  Units  with 
Relocation  Staff 

G.  Telephone  Solicitation  of 
Available  Units 

H.  Piles,  Records,  Correspondence 
and  Telephone 


Senior  Rehousing  Specialist 

Senior  Rehousing  Specialist 

Senior  Rehousing  Specialist 
Cooperative  with  Secretary 

Secretary 

Secretary 

Secretary 

Secretary 
Secretary 


Note;   Where  a  clerk-typist  might  supplement  a  heavy  caseload, 
she  would  be  expected  to  assist,  as  needed,  with  all 
secretarial  functions  outlined. 
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REHOUSING  SECRETARY 


DAILY  CHECK-LIST 


9:00  A.M.:   1,   Check  "Re-Inspections"  file  and  assign 

inspections  therein. 

2,   Assign  current  "Requests  Per  Inspection" 
to  inspectors, 

3»   Check  "Inspections  Pending"  file  for  delays. 
Discuss  with  Senior  Rehousing  Specialist, 
Note  progress  and  proposed  action. 
Notify  worker  of  progress, 

ii..   Be  sure  that  inspectors  submit  all 

completed  inspections  from  previous  day, 

5»   Reassign  any  priority  inspection  request 
to  another  inspector  in  the  event  origi- 
nally assigned  inspector  is  out  (sick, 
comp,  time,  etc.),   (VJhen  an  inspector 
who  has  an  urgent  assignment ' is  out 
unexpectedly,  he  should  phone  in  details 
on  this  assignment.) 

NOTE;   ITEMS  1  THRU  ^  SHOULD  BE  CHECKSD  BEFORE 
INSPECTORS  GO  INTO  FIELD. 


OTHER  DAILY  NECESSITIES: 


1,  Expedite  return  of  workers  "Request  For 
Inspection"  showing  him  the  result  of 
completed  inspection, 

2,  Compose  and  distribute  "Available  Private 
Rental"  lists, 

3,  Phone  news  ads  on  available  private  rentals 
to,  hopefully,  inspect  and  list, 

L|.,   Keep  records  and  statistics  cumulatively 
on  a  daily  basis. 
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PROJECT  PILE  SYSTEM  klJD   RECORDS  CONTROL 


PILES: 


I.   INSPECTION  RECORDS; 
PILE  TITLE 


iT  "3TANDA7iD  OCCUPIED" 

2.  "STANDARD  AVAILABLE" 

3.  "SUB-STANDARD  OCCUPIED" 
ll,  "SUB-STAi'IDARD  UNOCCUPIED" 

5.  "RE-INSPECTIONS " 

6.  "OTHER"  INSPECTION  SHEETS 


FILE  BY 

Relocatee's  Name 
Street  Address 
Relocatee's  Name 
Street  Address 
Date  Prior  to  Date  of 

Scheduled  Re-Inspection 
By  Relocatee's  Name 


Units  upon  which  occupancy  is  pending  (relocatee  has 
made  deposit)  should  be  filed  under  the  appropriate 
"Available"  category  until  confirmation  can  be  made 
of  whether  or  not  he  ultimately  occupies  the  unit. 


II.   CORRESPONDENCE! 
A.  MET'iOS: 


FILE  TITLE 
"MEI^IOS  OUT" 


"MEMOS  IN" 


B .   LETTERS : 


FILE  BY 

Addressee's  Name,  and 
Within  That  Pile, 
Chronologically 

Name  of  Writer,  and 
Within  That  Pile, 
Chronologically 


"LETTEx^tS  TO  RELOCATEES" 
"LETTE.;S  TO  LANDLORDS" 
"REPERiiALS  TO  HOUSING  IN- 
SPECTION DEPARTMENT" 


Relocatee's  Name 
Landlord's  Name 
By  Subject  Address 


III.   OTHER  FILES: 

FILE  TITLE 

"COMPLETED  SALES  HOUSING 

RECORD" 
"FHA  APPLICATIONS  A.ND  FORMS" 
"VA  APPLICATIONS" 
"LISTINGS,  PROPERTY  FOR  SALE" 


PILE  BY 
Relocatee's  Name 

Form  Number 

Form  Number 

Alphabeticallj"-  by  source  on 
PHA,  VA,  Pair  Housing, 
etc.   (Use  CARD  file  by 
type  of  property  on 
individual  properties 
from  owners  or  brokers. 
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III.   other  Piles  (cont'd) 

"AVAILABLE  PRIVATE  RENTALS- 
PROJECT" 

"AVAILABLE  PRIVATE  RENTALS- 
MASTER" 

"MONTHLY  REHOUSING  ACTIVITY" 

"PROGRESS  LOG 3  SUB-STA'.DARDS 
OCCUPIED" 

"REQUESTS  FOR  INSPECTION- 
PEI^TDING" 

"REQUESTS  FOR  INSPECTION- 
COMPLETED" 


"PRIVATE  HOUSING  RESOURCE 
CARD" 


FILE  BY 

Date  Published 

Date  Published 

Chronologically  by  Months 
Chronologically 

In  Notebook  entitled 

"Requests  Pending"  until 
completed  (by  address) 

Upon  Completion,  move  from 
"Pending"  book  to 
"  C  or,ip  1  e  t  e  d"~book 
(by  address) 

In  Card  Pile  by  Name  of 
Resource 


FHA  221-D-2  PILE 


"221-D-2  CERTIFICATES  ISSUED" 
"221-D-2  CERTIFICATES  UTILIZED" 
"221-D-2  CERTIFICATES  NOT 
UTILIZED" 


In  Notebooks  Alphabetically 
by  Relocatee's  Name 


"SUB-STAITOARD-OCCUPIED- 
WAIVER"  PILE 


A  copy  of  each  waiver 
signed  will  be  kept  in 
notebook  and  numbered 
cumulatively  to  afford 
immediate  check  at  any 
time  on  the  number  of 
waivers  signed. 


"OTHER"  Inspection  Sheets 
forwarded  to  records  with 

"Puolic  Housino;" 

"221-D-3  Housing" 

'■'FHA  Purchase" 

"VA  Purchase" 


file  will  hold  inspection  sheets 
any  of  the  followin.'i;  notations 
"Too 


Far  To  Inspect" 
Address  Unknox>:n" 
"Evicted" 


"  New 
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BOSTON   REDEVELOPMENT    AUTHORITY 


PMILY  RELOCATION  DEPARTMENT 


SECTION  3 

REHOUSING  FORMS 

AND 
LETTERS 

"AVAILABLE  PRIVATE  RENTALS" 


This  is  the  list  from  which  the  relocation  workers  will  make 
referral  of  appropriate  housing  units  to  their  relocatees. 

Prom  these  project  lists  a  master  city-wide  list  will  be 
expedited  for  retvrn  to  all  projects.   Thus,  all  projects 
will  have  access  to  all  available  private  rentals  procured 
throughout  the  Authority. 

Since  standard  apartments  of  good  quality  are  not  long 
available,  listing,  inspection,  preparation,  distribution 
and  referral  to  relocatees  must  be  expedited. 

The  form  is  self-explanatory.   "COMI^IEHTS"  refer  to  restrict- 
ions or  special  conditions  expressed  by  the  landlord. 
"LISTED  BY"  will  show  the  narae  of  the  Housing  Inspector, 
Secretary  or  other  employee  wlio  actually  procured  the  unit, 

NOTE;   We  cannot  accept  any  dwelling  unit  for  referral  to 

relocatees  upon  which  the  owner  or  agent  has  expressed 
any  restrictions  based  upon  race,  creed  or  national 
origin. 
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1 


PROCESSING  "AVAILABLE  PRIVATE  RENTALS" 


Prepared  in  sufficient  mjniber  to  supply  the  Relocation 
Supervisors  and  workers,  Senior  Rehousing  Specialist, 
the  Rehousing  file,  plus  two  (2)  copies  for  Rehousing 
Supervisor. 

ORIGIN;   Rehousing  Section 

PREPARED  AND  DISTRIBUTED  BY;   Rehousing  Secretary 


ROUTING: 


1.  Rehousing  Secretary  prepares  a  daily 
"Available  Private  Rental"  list  from 
standard  available  inspections  sub- 
mitted by  Rehousing  Specialists  and 
Assistant . 

2.  Rehousing  Secretary  distributes  lists 
to  Relocation  Staff  within  the  project, 
gives  one  to  Senior  Rehousing  Specialist, 
sends  two  (2)  to  the  Rehousing  Supervisor 
and  files  one  under  "Available  Private 
Rentals-Project . " 

3.  The  Rehousing  Supervisor's  office  prepares 
a  daily  master  list  of  all  available  lists 
received  and  distributes  it  to  Relocation 
Staff  in  all  projects. 
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"HOUSING  INSPECTION  RECORD"  RF-7  ---   (in  triplicate) 

ULTIMATE  DISTRIBUTION  TO; 

1,  Relocation  Records  Section 

2,  Relocation  Adjustment  Payment  Section 

3,  Rehousing  Piles 

The  Housing  Inspector  is  solely  responsible  for  proper  com- 
pletion of  this  form.   Attention  to  detail  is  most  important. 
In  addition  to  becoming  a  part  of  a  vacated  relocatee's 
permanent  record,  it  will  be  used  as  a  reference  in: 

1,  Contacting  landlord  for  correction  of  sub-standard 
conditions . 

2,  Referral  of  sub-standard  conditions  for  Code 
Enforcement  to  Housing  Inspection  Department, 

3,  Determining  relocatee's  eligibility  for  Relocation 
Adjustment  Payment. 

It  may  be  assumed  that  the  person  initiating  the  "Request 
For  Inspection"  has  provided  all  the  information  available 
to  him.   Securing  the  balance  of  information  is  the 
inspector's  responsibility. 

Every  item  is  important  I   Instruction  in  the  use  of  the 
form  will  be  given  newly-employed  inspectors.   The  various 
post-inspection  uses  of  individual  items  of  information  are 
too  numerous  to  list.   Among  the  most  important  items  are: 

1,  Landlord's  name,  phone  and  address  for  contact  on 
correction  of  sub-standard  conditions  and  for 
continuing  contact  on  future  available  rentals. 
As  previously  noted,  this  is  also  necessary  for 
inclusion  in  a  possible  referral  to  Housing 
Inspection  Department, 

2,  "Rental  Unit"  Information.   Any  information  which 
will  provide  a  reliable  figure  on  the  gross  rent 
should  be  asked  of  the  landlord  by  the  inspector. 
This  is  used  in  post-move  analysis  of  the 
differential  in  the  relocatee's  old  and  new 
housing  expenses. 


For  processing  of  "Housing  Inspection  Record"  see  Section  2, 
Procedures  J  (II.   Housing  Inspection),  pages  9-10. 
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3.   The  nijmber  of  rooms  and  bedrooms.   Adequacy  here, 
with  relation  to  the  number  of  family  members 
shown  on  the  "Request  For  Inspection"  is  important. 
This  must  be  considered  along  with  space,  use  and 
occupancy  provisions  which  are  approached  dimen- 
sionally  on  the  form, 

I|.,   Remarks .   Should  include  details  on  the  nature  of 
sub-standard  conditions  and  the  location  of  the 
deficiencies  in  or  about  the  dwelling  unit.   This 
is  necessary  to  an  intelligent  and  effective  re- 
ferral to  the  landlord  and/or  Housing  Inspection 
Department,   Remarks  should  also  note  the 
inspector's  recomiiiendation  on  sub-standards  which 
might  alternatively  be: 

a.  Re -inspection  -  with  a  scheduled  date  if 
landlord  has  agreed  to  correct, 

b.  Further  Relocation  Effort  -  when  landlord  v/on't 
cooperate,  unit  is  deplorable  or  overcrowded, 

c.  Referral  to  Housing  Inspection  Department  - 
for  Code  Enforcement,   (Recommendations  b,  and 
c,  would  generally  be  made  concurrently,  though 
0,  may  ultimately  become  the  only  alternative 
if  relocatee  rejects  further  relocation 
assistance,) 

NOTE;   Notation  On  Landlord  Contact.   The  remarks  should 
also  show  that  the  landlord  was  contacted  and  the 
■  result  -  or  that  the  unit  was  so  deplorable  as  to 
preclude  seeking  landlord  cooperation. 
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BOSTON  REDEVELOPMENT  AUTHORITY 

.^  Housing  Inspection  Record 


Proj.  Date  Listed 

No.  Listed  from  phone  agent  owner  field 


Date  Inspected  By 

Inspected  Condition  of  Unit 


1 .  Unit  Address  (no.,  street,   area) 

2.  Landlord,  Agent :     (name) (address)     

(phone 

3.  Floor  12  3   4  H  &  C  Water  Y N Private    Bathroom   Y N. 

Cent.  Heat  Y N Two  Means  Egress  Y N '  Private    Kitchen      Y N. 

4.  No.    Bedrooms No.   Rooms (excl.   bathrooms,  laundry,  pantry,  halls) 

5.  Rental  Unit  6.  Sales  Unit 


Contract  Rent  Per  Month  $ Asking      Price    $ 

Incls  Heat? If  Not,  Cost  $ Cost  of  Heat    (yr)   $ 

Utils? If  Not,   Cost   $ Cost  of  Taxes  (mo)  $ 

Furnished? (yr)    $ 

Gross  Rent  Per  Month  $ Rental   Income  ?    

Type:  (1-F,  2-F,  3-F,  Apt.) 


^ 


FIELD  INSPECTION  CHECK  LIST 

SECTION   1.     PLUMBING  Yes/No 

1 .  Running   h   &   c   water   available   in   kitchen,  bathroom,    washbasin    

2.  Plumbing  fixtures   have  unobstructed  drains   and  are  connected  to  sewer  or  approved  septic  tank  or 
cesspool      

3.  Sink  in  kitchen   (good  working  condition   &  connected   to    sewer) 

4.  Bathroom    or   W.C.    inside    dwelling  unit    (toilet    in  wkng.    condition)    

5.  Water   closet,   bathroom,   bathtub    or    shower   accessible  and  private   (accessible  from  w/i  d.u. ;  sep- 
arated from  other  rooms)    

6.  Plumbing   and  water  heating   facilities    properly   installed  and  maintained  in  safe  and  good  working 
condition      


SECTION  2.     GARBAGE  AND  RUBBISH  (Rental  Unit  only) 

-.  Garbage  disposal:  Receptacles  watertight  and  with  tight-fitting  covers?.  ..  .  ;  Sufficient  in  no.  for  d.u. 
/.  Rubbish   disposal   (outside  d.u.)  :   Receptacles    with   tight-fitting  covers?.  . .  .  ;  Sufficient  in  no.  for  d.u. 


. 


SECTION  3.     LIGHT,  VENTILATION,  HEATING.   EGRESS 


1 


One  window  or  skylight  to  outdoors   (easily  opened)   in  ea.  room   

2.  Every  bathroom  and  w.c.  has :     a)   easily  opened  window   or    skylt 

b)  or  approved  installed  mech.  ventilation    

3.  Two  elec.  wall  outlets  or  1  wall  and  1    ceiling  outlet,  ea.  rm 

4.  All  means  of  egress  from  d.u.  unobstructed  and  safe o/ 

5.  Available    heating   facilities    properly    installed,    safe  and  in  working  condition   

6.  All  nonelectrical  space  heaters  properly  vented  to  chimney  or  duct  leading  to  the  outdoors 

SECTION  4.     MAINTENANCE 

STRUCTURE 

1.  Interior  passageway  or  stairways   naturally  or  artificially 

\      — illuminated  at  all  times  (3-F  or  more)   

—illuminated  or  capable  of  being  illuminated  (control  by  switches)   (1-2  Family  units) 


RF7 


Requires 
Repair- 
Replmt.       R^i 
MAINTENANCE  -  STRUCTURE  (continued) 

2.  Foundation,  walls,  floors,  and  roof  in  good  repair  and  capable  of  use  intended   

3.  Every  inside  and  outside  stairway  properly  banistered,  balustraded,  and  in  good  condition 

and     repair  

4.  Every  porch  safe,  in  good  condition  and  repair 

5.  Porches,  balconies  and  roofs  used  for  egress  or  tenancy  purposes  are  properl)'  balustraded  

and  protected  (at  least  3'  in  ht.) 

6.  Roof,  walls,  windows,  exterior  doors  and  hatchways  free  from  holes  and  evidence  of  leaks  - 

DWELLING  UNIT 

1 .  Floors,  walls,  ceilings  and  windows  in  good  repair,  free  from   dampness   and  capable  of  use 
intended     - 

2.  Floors  of  bathroom  and  w.c.  impervious  to  water - 

YesJ 

3.  Dwelling  unit  free  from   rodents   and  vermin 

4.  Dwelling  clean  and  free  from  garbage  or  rubbish - 
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SECTION  5.  SPACE,  USE  AND  OCCUPANCY 

1 .  Dwelling  unit  has   habitable   rooms  containing   floor  space  as  follows : 

I  occupant:  150  sq.  ft.;  2  occupants:  250  sq.  ft.;  3  occupants:  350  sq.  ft.;  etc 

2.  Sleeping  rooms  contain  sq.  ft.  per  habitable  room  as  follows: 

(in  d.u.  of  two  or  more  rooms) :  a)  1  occupant :  70  sq.  ft 

b)  ea.  addtl.  occupant :  addtl.  50  sq.  ft.  per  occupant 

3.  Basement  rooms  used  for  sleeping  purposes?    

If  Yes,  is  floor  level  less  than  ^V^'  below  grade  of  ground    adjacent  to  and    within     15'  of    exterior 

walls   of  the    room  ?    

If  basement    rooms   are  used    for  sleeping   purposes,  is  written  permission  of  Building  Commissioner 
available  ?     

SECTION  6.     REMARKS 


SECTION  7.     REFERRALS 

Name :  Address :  Date 
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"PRIVATE  REWTTA.L  x(EQUI3ITI0N" 


Th3 s  form  transmits  the  specific  housi 
worker's  relocatees  to  the  housing  sec 

OP  PRIVATE  RENTALS  IS  DIRECTED  PRIMARI 


ng  needs  of  the 
tion.   PROCUREMENT 
LY  AT  FULFILLING 


THESE  REG.UE3TSI  A  secondary  procureme 
maintenance  of  a  reserve  inventory  of 
rentals.  This  reserve  will  be  of  the 
description  as  those  being  requested  a 
general  rental  range,  i.e.  it  must  rea 
expected  that  they  will  fulfill  the  ne 
project  caseload. 


nt  function  is 
available  private 
same  general 
nd  in  the  same 
sonably  be 
eds  of  the 


The  form  is  self-explanatory, 
refers  to  particular  problems 


"SPECIAL  CONSIDERATIONS" 


such  as  health,  age, 
transportation  and  proximity  to  employment  or  public, 
social  or  religious  facilities. 


PROCESSING  "PRIVATE  RENTAL  REQUISITION"   (Three  (3)  Copies) 
ORIGIN;   Relocation  Department 
PREPARED  BY:   Relocation  Jorker 


ROUTING: 


1,  VJorker  sends  two  (2)  copies  to  Senior 
Rehousing  Specialist. 

2,  Senior  Rehousing  Specialist  assigns  procurement 
03?  units  requested  to  Inspector  (s)  .   He  also 
gives  Rehousing  Secretary  second  copy  of 
requisition. 

3*   Rehousing:,  Secretary  scans  newly-submitted 
"^'Standard  Available"  inspections  for  units 
which  apparently  fill  requisition  needs. 
She  makes  appropriate  and  Immediate  notifica- 
tion of  any  such  "Availables"  to  subject  worker 

ii..   As  Inspectors  submit  units  appropriate  to 
requisitions,  Fiehousing  Secretary  notifies 
woricer  by  phone,  following  up  by  memo. 
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"PRIVATE  HOUSING  RESOURCE  CARD" 


The  purpose  of  this  file  is  to  establish  and  maintain  a 
quick-reference  system  on  cooperative  landlords,  brokers 
or  others  who  have  provided  resources  of  consistently  good 
quality  within  the  means  of  relocatees.   The  Rehousing 
Secretary  will  phone  these  resources  at  least  bi-weekly  on 
current  availability,  especially  regarding  rental  units. 

The  file  will  also  reveal  those  who  are  not  cooperative 
nor  offering  housing  of  satisfactory  quality  or  are  dis- 
criminatory.  Procurement  effort  will  not,  then,  be  wasted 
on  such  resources.   Two  categories  should  be  maintained  in 
filing  these  cards;  "satisfactory"  and  "unsatisfactory." 
Depending  upon  experience  with  tlae  resource,  a  card  may 
be  necessarily  moved  from  either  category  to  the  other. 
This  experience  is  recorded  on  the  back  of  the  card. 

The  bi-weekly  contacts  will  be  dated  and  initialed  by  the 
Rehousing  Secretary  or  other  person  making  the  contact. 
This  will  confirm  that  this  housing  resource  is  being 
adequately  covered. 

The  maintenance  and  use  of  such  a  file  in  each  project  is 
a  Federal  requirement  as  directed  in  LPA  Letter  No.  B^ii  of 
March  1?,  1966, 

PROCESSING  "PRIVATE  HOUSING  RESOURCE  CARD"  (One  copy  suffices) 

ORIGIN;   Rehousing  Section 

MAINTAINED  BY;   Rehousing  Secretary  \mder  direction  of 

Senior  Rehousing  Specialist,   The  informa- 
tion will  come  from  each  Rehousing  staff 
member,  including  the  Secretary.   Each 
card  will  be  based  on  experience  gained 
through  procurement  contacts  with  the 
individual  resource.   The  "Available  Private 
Rental"  lists  will  be  a  major  source  of 
information  for  this  file. 


29 


BOSTON  REDEVELOPMENT  AUTHORITY 
PRIVATE  HOUSING  MSKimSSEEDK  RESOURCE  CARD 

Name  Phone 


Ad.dress_ 
Status 


Real  Estate  Broker    j — f 

Rental  Housing  Owner  j — \ 

Multiple  Dwelling  Owner  j — [    Occupant  r*\  Absentee  j — \ 

Rental  Agent   j — | 


Building  Superintendent 
Other  r~i  

i I   

Remarks 
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"ACTION  BY  H.I.D."  refers  to  their  decision.   It  may 
range  from  giving  the  landlord  time  to  comply,  to 
placarding  the  building  as  unfit  for  human  habitation. 
It  may  also  be  a  summons  to  appear  in  court. 

"DATE  FURTHER  RELOCATION  RECOWIRNDED"  is  the  date  upon 
which  the  Inspector  has  exhausted  correction  efforts 
or  deemed  correction  wholly  unlikely  and  notifies  the 
relocation  worker  of  his  recommendation  by  memo, 

"LPA  REFERRALS"  refer  to  referrals  made  by  the  relocation 
worker  during  further  relocation  efforts.   Rehousing 
will  be  notified  of  such  referrals  by  the  worker. 

"DATE  CORRECTED  STANDARD"  is  that  date  upon  which  a 
re-inspection  reveals  the  unit  to  be  standard, 

"DATE  MOVED  STAINTDARD"  is  the  date  upon  which  the 
relocatee  made  a  secondary  or  perhaps  a  third  move 
from  sub- standard  to  standard, 

"DATE  SIGNED  WAIV1I,R"  is  the  date  upon  which  the 
relocatee  signed  a  release  rejecting  any  further 
assistance  from  the  relocation  staff.   At  this  point 
all  reasonable  effort  to  correct  conditions  or  to  further 
relocate  the  family  will  have  been  exhausted,  A  waiver 
is  not  desirable  and  should  be  considered  a  last  resort 
in  difficult  cases. 
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Experience  -"- 

Periodic  Contacts  On  Availability 
Date  and  Initial 

Resources  showing  consistently  poor  quality  and  lack  of 
cooperation  should  be  removed  from  Resource  Pile, 


"PROGRESS  LOG,  SU.3-STA:jDARDS  OCCUPIED";    Maintained  by  the 

Rehousing  Secretary, 

The  column  headings  outline  the  usual  course  to  be  followed 
in  trying  to  achieve  correction  of  sub-standard  condtiions, 

"DATE  INSPECTED"  refers  to  the  first  inspection. 

"DATE (3)  LANDLORD  CONTACTED"  refer  to  dates  upon  which 
the  inspector  tried  to  gain  the  landlord's  cooperation, 

"DATE  REINSPECTION  SCHEDULED"  is  the  date,  arranged 
with  the  landlord,  by  which  correction  should  be 
completed  and  upon  which  the  inspector  will  re-inspect, 

"NON-COOPERATIVE"  means  correction  was  not  attainable 
via  the  landlord, 

"DATE  REFERRED  TO  H.I.D."  is  the  date  upon  which  the 
rehousing  secretary  sent  referral  letter  to  Housing 
Inspection  Department  for  Code  Enforcement, 

"DATE  OP  H.I.D.  RESPONSE"  is  date  we  received  notific- 


ation from  H.I.D.  on  action  taken  on  our  referral. 

"ACTION  BY  H.I.D."  refers  to  their  decision.   It  may 
range  from  giving  the  landlord  time  to  comply,  to 
placarding  the  building  as  unfit  for  human  habitation. 
It  may  also  be  a  summons  to  appear  in  court, 

"DATE  FURTHER  RELOCATION  RECOMMENDED"  is  the  date  upon 
which  the  inspector  has  exhausted  correction  efforts 
or  deemed  correction  wholly  unlikely  and  notifies  the 
relocation  worker  of  his  recommendation  by  memo, 

"LPA  REFERRALS"  refer  to  referrals  made  by  the  relocation 
worker  during  further  relocation  efforts.   Rehousing 
will  be  notified  of  such  referrals  by  the  worker. 

"DATE  CORRECTED  STANDARD"  is  that  date  upon  which  a 
re-inspection  reveals  the  unit  to  be  standard, 

"DATE  MOVED  STAl^DARD"  is  the  date  upon  which  the 
relocatee  made  a  secondary  or  perhaps  a  third  move 
from  sub-standard  to  standard. 

"DATE  SIGNED  WAIVER"  is  the  date  upon  which  the 
relocatee  signed  a  release  rejecting  any  further 
assistance  from  the  relocation  staff.   At  this  point 
all  reasonable  effort  to  correct  conditions  or  to  further 
relocate  the  family  will  have  been  exhausted,  A  waiver 
is  not  desirable  and  should  be  considered  a  last  resort 
in  difficult  cases. 
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BOSTON  REDEVELOPMEIIT   AUTHORITY 

PROJECT 


PROGRESS  LOG   SUB-STAITOARDS  OCCUPIED 
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Date 
Referred 
To 
H.I.D 


il-H 


iJ 


Date 
H.I.D. 
Response 


-i: 


\\\m- 


Action 
By 

H.I.D. 


Date 
Piirther 
Reloc. 

ReooDinend 


LPA  Referral! 


Date  No. 
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Date 

Correctec 

Standard 


Date 
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MONTHLY  REHOUSING  ACTIVITY  RECORD 


Tills  form  is  used  to  record  rehousing  activity  and  to 
evaluate  performance  within  the  project  rehousing  unit. 

The  form  will  be  made  out  in  duplicate  by  the  Senior 
Rehousing  Specialist;  he  will  retain  one  copy  and  send  the 
original  to  the  Rehousing  Supervisor,  Responsibility  for 
its  accuracy  and  monthly  preparation  lies  with  the  Senior 
Rehousing  Specialist,   He  will  be  assisted  in  completing 
the  form  by  the  Rehousing  Secretary, 

The  form  is  self-explanatory.  Any  new  personnel  will  receive 
personal  orientation  in  its  use  as  may  become  necessary. 

This  record  will  be  extremely  important  to  the  Senior 
Rehousing  Specialist,   It  will,  in  effect,  be  his 
cumulative  accounting.   Its  proper  use  will  greatly 
facilitate  his  preparation  of  scheduled  quarterly  reports 
and  any  special  requests  for  rehousing  statistics. 
Incidentally,  these  "special"  requests  may  come  from  the 
Development  Administrator,  Director  of  Panily  Relocation, 
Rehousing  Supervisor,  and  others  upon  extremely  short 
notice.   Proper  use  of  this  form  will  give  the  Senior 
Rehousing  Specialist  the  necessary  capability  for  the 
"immediate"  response  which  will  generally  accompany  such 
"special"  requests. 
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Boston  Redevelopment  Authority 


MONTHLY  REHOUSING  ACTIVITY  RECORD 


PROJECT 


MONTH  OP 


NUr-IBER  I_>ToPECTIONo  i'lADE 

Std. 

S.S. 

Total 

1.   At  Request  of  v/orkers 

Inspection 

2,   Available  Housing 
A.   Rentals 

B.   Sales 

3.   Re-Inspection  S.S.  Occupied 
A.   Rentals 

B.   Sales 

l|    TOTAL 

NuiTiber  Corrected: 
A.   Rentals 

Occ . 

Avail. 

Total 

Correction 
S.S. 

'. 

Conditions  ' 

B.   Sales 

i 

Number  Procured 

Rentals 

Sales 

Total 

Procure- 

Number lief erred 

ment 

Number  Utilized 

Number  Issued 

For 
Rental 

For 
Sales 

Total 

F.H.A. 
221-D-2 

Number  Used 

Cert, 

Number  Not  Used 

Number  Referred 

Occ. 

Avail . 

Total 

HousinR 
Inspection  ; 

Number  Corrected  Via  H.I.D, 

Dept.    1 

Other  (Placarded,  Sutnmoned,  Etc.) 

i 

N-'omber  Vacated  To  Purchases 

Total 

Sales 
Housing; 

Nuraber  Purchases  In  Process 

No  LonRer  Active 

3k. 


•J 
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WEEKLY  REHOUSING  ACTIVITY  RECORD 


This  basic  form,   deals  only  with  performance  totals  as  they 
relate  to  the  number  of  Rehousing  personnel  accomplishing 
the  reflected  volume  of  work. 

Recommendations,  by  the  Rehousing  Supervisor,  that  any 
particular  Rehousing  unit  may  be  under  or  over-staffed 
will  be  based,  in  part,  upon  this  record.   Other  areas 
in  which  the  production  of  any  one  Rehousing  unit  may  not 
relate  reasonably  to  the  production  of  the  entire  Rehous- 
ing section  will  also  be  obvious  through  continued 
reference  to  this  record. 

The  form  will  be  kept  in  triplicate  by  the  Senior  Rehousing 
Specialist,  He  will  retain  one  copy  and  send  two  copies 
to  the  Rehousing  Supervisor, 
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Boston  Redevelopment  Authority 


V/EEKLY  REHOUSING  ACTIVITY  RECORD 


PROJECT  WEEK  ENDING 


N-umber 

of  Inspections  Made 

Nijraber 

of  Sub-Standards  Corrected 

Number 

Rentals 
Housing  Units  Procured:   Sales 

Number 

FKA  221-D-2  Certificates  Issued 

Number 

Referrals  to  Housing  Inspection  Dept, 

Number 

Active  Sales  Housing  Cases 

Number 

Sales  Cases  Completed 

Number 

Specific 
BHA  Lease  Referrals:   Potential 

REMARKS 


No.  Rehousing  Specialists 
No,  Rehousing  Assistants 
Other 


Senior  Rehousing  Specialist 
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"REQUEST  FOR  INSPECTION"  -  RF  8 


The  first  half  of  this  form  is  completed  and  submitted  to 
the  Rehousing  Secretary  by  the  relocation  worker.   Inspection 
is  requested  when  a  relocatee  expresses  serious  interest  in, 
has  made  a  deposit  on,  or  has  moved  to  the  subject  dwelling 
unit. 

Request  may  occasionally  be  made  by  the  Relocation  Supervisor, 
Records  Section,  or  Relocation  Adjustment  Payment  Section, 
In  any  case,  the  processing  is  similar,   (See  below) 

ITEMS  WHICH  WARR/INT  CLARIFICATION  ARE; 

1.  RELOCATEE  FAMILY  COMPOSITION : 

H  =  Husband  Check  ■  ^  if  applicable 

W  =  Wife  "   ^  "      " 

G  =  Girl  Note  nuinber  in  family 

B  =  Boy  "    "    "    " 

Other  =  Individual)   Identify  by  Status  and 

Relative   )   Number  of  Persons 

Sub -Tenant) 

2.  "REQUESTED  BY"  identifies  the  worker  or  other  staff 
member  submitting  the  request, 

3.  "CONTACTS"  record  the  efforts  made  by  the  inspector 
personally  and  by  phone  to  gain  entry  to  inspect, 

i|..   (Under  Sub-Standard)  "CORRECTION  FEASIBLE"  reflects  the 
inspector's  opinion  that  the  sub-standard  conditions  are 
of  such  a  nature  as  to  make  landlord  cooperation  reason- 
ably likely.   "CORRECTION  UNLIKELY"  indicates  deplorable 
or  overcrowded  conditions  not  worthy  of  an  effort  to 
gain  landlord  cooperation, 

5.  "DEFICIENCIES"  are  briefly  noted  so  that  the  worker  will 
be  familiar  with  the  problem.  This  may  often  be  necessary 
information  to  the  worker  in  recommending  further  re- 
location to  the  relocatee.  Knowing  the  nature  of  the 
deficiencies  may  also  allow  the  worker  to  estimate  the 
length  of  time  it  may  take  to  effect  correction.  This 

is  important  to  the  90-day  limit  relating  to  eligibility 
for  relocation  adjustment  payment, 

6,  "INSPECTOR' S  RECOI'41'iENDATIONS"  are  based  on  his  appraisal 
of  sub-standard  conditions  and  the  result  of  his  effort 
to  gain  landlord  cooperation.   Overcrowding  will  be  a 
basis  for  recommending  further  relocation  even  though 
the  unit  may  be  otherwise  standard. 
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PROCESSING  THE  "REQUEST  FOR  BtsPECTION" 


A,  Worker  completes  form  in  quadruplicate,  retains  one  and 
submits  three  to  Rehousing  Secretary. 

B,  Rehousing;  Secretary  issues  two  copies  of  request  to 
Inspector  and  files  t't.ird  in  "Requests  Pending;"  file. 
Inspector  will  note  progress,  results  and  recommendations 
on  both  his  copies. 

C,  On  delayed  inspections.  Inspector  advises  Secretary  of 
progress  which  is  noted  on  "Pending"  copy.  Thus,  the 
worker  can  be  advised  of  progress  on  a  daily  basis, 

D,  Upon  return  of  completed  inspection; 

1.  One  copy  of  request  is  returned  to  worker  showing 
results. 

2.  Second  copy,  also  showing  results,  is  sent  to 
records  section. 

3.  Third  copy  is  moved  from  "Requests  For  Inspection 
Pending"  file  to  "Requests  Completed"  file. 

CATEGORIES  OF  "REQUESTS  FOR  IiTSPECTION" 

"Initial  Move"  :   (Vfhite)   The  first  move  made  by  relocatee 

from  site  address. 


"Second  Move" 


"Third  Move" : 


Re- Inspect  ion; 


(Yellow)  A  subsequent  move  from  a  sub- 
standard unit  to  which  the 
relocatee  had  originally  moved. 

(Pink)   Hopefully,  a  final  move  to  a 

standard  unit  after  two  moves  to 
sub-standard  units.  Effective  re- 
location practices  should  minimize 
the  number  of  third  moves  and  most 
certainly  preclude  more  than  two 
moves  to  sub-standard  conditions. 

Refers  to  inspections  made  to  determine 
whether  correction  of  sub-standard  conditions 
has  been  made.  Requests  made  at  the  time 
scheduled  for  re-inspection  will  be  prepared 
by  the  Rehousing  Secretary. 


Available s: 


Half-sheet  white  request  used. 
Two  copies  suffice.   (RP  8-A) 
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BOSTON    REDEVELOPMENT    AUTHORITY 

Request  For  Inspection 

Project   No. 


INITIAL  MOVE    D 
RE-INSPECTION   D 


Case  No. 
Name 


Site  Address. 


Inspect  Unit  at: 


Owner    D 
Contact:     Agent    D 
Other     D. 


No.   Rooms . 


Floor 


at 


Rent 


Relocatee  Family  Composition     H      W      G       B     Other 


_Apt. 


Heated? 


Phone 


Phone 


Requested  by 
To   lnspector_ 


CONTACTS 


_Date. 
Date 


Time 


Date 

Personal 

Phone 

Remarks 

Initial 

CONDITION:    Q  Standard 
□   Excellent 
D  Good 
n   Fair 


Landlord  contacted:    Date. 

□  Will  cooperate 

□  Won't  cooperate 


□   Substandard 

Correction:      □   Feasible 
Deficiencies: 


Date_ 
□    Infeosible 


□   Reinspection  scheduled  on 


.By    Inspector. 


Inspector's   recommendations 

□  Hold  for  re- inspection 

□  Refer  to  Housing    Inspection   Dept. 

□  Further  relocation 

□  Correction   infeosible 

□  Unit  Overcrowded 


n   Date  of  letter_ 


Remarks 


Inspection  to  Records  and  Worker  on. 


-By_ 
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RF  8 


BOSTON    REDEVELOPMENT    AUTHORITY 

Request  For  Inspection 

Project  No. 


SECOND   MOVE     D 
RE-INSPECTION   D 


Cose  No. 
Name 


Site  Address. 


Inspect  Unit  at: 


Owner    D 
Contact:     Agent    D 
Other     D. 


No.   Rooms. 


Floor: 


at 


_Rent_ 


Relocatee  Family  Composition     H      W      G       B     Other 


-Apt. 


Heated? 


Phone 


Phone 


Requested  by 
To   lnspector_ 


CONTACTS 


_Date_ 
Date 


Time 


Dote 

Personal 

Phone 

Remarks 

Initial 

CONDITION:   □  Standard 
□   Excellent 
n  Good 
n   Fair 


Landlord  contacted:    Date_ 

□  Will  cooperate 

□  Won't  cooperate 


□   Substandard 

Correction:      Q    Feasible 
Deficiencies: 


Date_ 
□    Infeasible 


□   Reinspection  scheduled  on_ 


.By   Inspector. 


Inspector's   recommendations 

□  Hold  for  re-inspection 

□  Refer  to  Housing   Inspection   Dept. 

□  Further   relocation 

□  Correction    infeasible 

□  Unit  Overcrowded 


n   Dote  of  letter_ 


Remarks 


Inspection  to  Records  and  Worker  on_ 


-By_ 


1+0 


RF   8 


BOSTON    REDEVELOPMENT    AUTHORITY 

Request  For  Inspection 

Project   No, 


THIRD  MOVE      D 
RE-INSPECTION   D 


Case  No. 
Name 


Site  Address. 


Inspect  Unit  at: 


Owner    □ 
Contact:     Agent    D 
Other     n_ 


No.   Rooms . 


Floor: 


at 


Rent 


Relocctee  Family  Composition     H      W      G       B     Other 


-Apt. 


Heated? 


Phone 


Phone 


Requested  by 
To   lnspector_ 


CONTACTS 


_Date_ 
Date 


Time 


Date 

Personal 

Phone 

Remarks 

Initial 

CONDITION:   Q  Standard 
□   Excellent 
n  Good 
D   Fair 


Landlord  contacted:    Date. 

□  Will  cooperate 

□  Won't  cooperate 


□   Substandard 

Correction:      □   Feasible 
Deficiencies: 


Date_ 
n    Infeasible 


□   Reinspection  scheduled  on 


_By   inspector. 


Inspector's   recommendations 

□  Hold  for  re-inspection 

□  Refer  to  Housing   Inspection   Dept. 

□  Further  relocation 

□  Correction    infeasible 

□  Unit  Overcrowded 


n   Dote  of   letter_ 


Remarks 


Inspection  to  Records  and  Worker  on. 


-By_ 


kl 


RF  8 


BOSTON  REDEVELOPIEWT   AItTHORITY 

■  REQ.UFST   FOR    INSPECTION 
AV.^>"  IL.'^..^  I;E    FR IV  '^.TS  RENTAL 


PROJECT 


Inspect  Unit   At 


(  ) Owner 

To  See  Contact (  )Agent 

(  ) Other 


Rent 


Includes  Heat? 


Source  Of  Llsting_ 
Inspector 


At 


DATE_ 
BY 


Floor 


Phone 


Apt 


Number  Of  Rooms 


STANDARD:   Excellent_ 

SUB-ST'lTTDARD 

REMARKS 


Received  Request  On 


Good 


Satisfactory 


DATE   COMPLETED 


RP-8A 
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SALES  HOUSING  PROGRESS  REPORT 


This  monthly  report  records  our  efforts  and  accomplishments 
in  assisting  relocatee  home  buyers.   It  will  also  include 
those  for  whom  home  buying  proved  impractical  at  one  stage 
or  another.   In  any  case,  the  processing  of  each  individual 
sales  case  should  reflect  extremely  good  judgment  and  maxi- 
mum effort  based  upon  the  high  professional  qualification 
expected  of  the  Rehousing  Specialist, 

No  case  should  be  recorded  as  "Infeasible"  until  all  alter- 
natives toward  resolving  unfavorable  factors  have  been 
explored  and  efforts  in  that  direction  have  been  exhausted, 

"Pull  Finance  Gomraitted"  means  that  the  bank  and  PHA  (or  VA) 
have  approved  of  the  property  and  the  buyer  and  given  a 
letter  of  commitment  to  the  buyer.   At  this  point  they'd 
have  referred  the  property  to  their  Attorney  for  examination 
of  its  title. 

There  will  ordinarily  be  no  "Other"  reason  for  rejection 
for  mortgage  finance  than  "A"  through  "P"  listed.  The 
"other"  category  will  be  for  rare  occurrances.  Examples 
might  be  a  cloud  on  the  title  or  the  death  of  the  seller 
during  latter  stages  of  the  sale;  i,e,  any  unique  situation 
which  may  delay  the  conveyance  for  an  impractical  period  of 
time, 

"Purchases  Completed"  means  that  the  relocatee  has  taken 
title  to  his  new  property  but  has  not  yet  vacated  the  site 
address, 

"In  Process"  would  include  those  found  feasible,  still 
trying  to  buy  but  not  yet  to  the  "Purchase  Completed"  stage. 

This  form  will  be  prepared  in  duplicate  by  the  project 
Senior  Rehousing  Specialist,   One  copy  will  be  sent  to  the 
Rehousing  Supervisor,  and  the  duplicate  should  be  retained 
by  the  Senior  Rehousing  Specialist, 
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Boston  Redevelopment  Authority 


SALEo  HOudlKG  PROGRESS  REPORT 


PROJECT 


MONTH  Ot 


Screened  For  Feasibility: 
Found  Feasible 

Found  Infeasible 

A.  Poor  Credit 

B.  Insufficient  Income 

C.  Inadequate  Down-Payment 

D.  Other  (Note  Reason)  


Looking 

Signed  P  &  S  Agreement 

Applied  for  liortgage  Loan 

Accepted  for  Mortgage  Loan 
By  Bank 
By  FHA 

By  VA 

Full  Finance  Committed,  Awaiting  Conveyance 

Rejected  for  Mortgage  Finance: 

A.  Bank  -  Poor  Credit 

B.  Bank  -  Inadequate  Income 

C.  Bank  -  Property''  Unsuitable 

D.  Bank  -  Ti&ht  Money  or  Other  Reason 

E.  FHA  ! VA  ■ !  Poor  Credit 

F.  PHA  . VA  Inadequate  Income 

G.  PHA  '■ VA  Property  Unsuitable 

or  Low  Appraisal 
H,   Other  (Note  Reasons) 


Purchases  Completed  (Passed  Papers) 
Vacated  To  Purchases 
In  Process 


This        C 

iionth 


Ciomulative 


hh 


SALES  HOUSING  RECORD 


GENERAL  INFORJ^IATION: 

The  information  will  be  gathered  ciimulatively  beginning  with 
the  initial  interview,  Vfliere  the  relationship  with  the 
relocatee  is  effective,  the  Rehousing  Specialist  will  get 
details  on  a  specific  purchase  frora  the  relocatee  ajid  through 
his  own  participation  in  expediting  the  purchase.   In  difficult 
cases  of  hostility  or  independent  action  by  the  relocatee, 
the  Specialist  may  have  to  secure  progress  and  final  in- 
formation from  the  broker  and/or  bank  involved.   In  an 
extreme  case  he  may  have  to  revert  to  Registry  of  Deeds 
records  for  the  information. 

This  information  will  be  used  for  various  analytical  pur- 
poses. Examples  would  be  comparing  former  housing  expense 
to  nev;  housing  expense  and   comparing  a  former  tenant's 
expenses  to  his  new  expenses  as  an  owner.  All  of  the 
information  is  important  I 

Re;   "INITIAL  INTERVIEW"  SECTION: 

Quite  a  bit  of  the  "Initial  Interview"  information  can  be 
secured  by  the  Rehousing  Specialist  prior  to  the  interview. 
All  but  the  relocatee 's  needs  and  desires  can  be  found  in 
the  Occupant  Data  (SO-1)  form  completed  by  the  relocation 
worker.   This  is  maintained  in  the  relocation  records 
section.  This  can  eliminate  the  irritability  that  would 
ordinarily  be  caused  by  questioning  the  relocatee  in  the 
same  areas  already  discussed  at  length  with  the  woi'ker. 
Information  already  at  hand  should  merely  be  confirmed 
when  necessary, 

"Cash  Available"  should  be  that  amount  which  will  cover  a 
down-payment  and  closing  costs  depending  upon  type  of 
finance  to  be  sought, 

"Gross  Income"  is  recorded  for  later  comparison  to  housing 
expense,   "Net  Income"  is  recorded  because  it  is  the  amount 
from  which  the  buyer  can  actually  service  his  monthly  debt. 

Re;   "SPECIFIC  PURCHASE"  SECTION: 

"other"  under  "Type  of  Mortgage"  could  be  a  takeover  of  the 
existing  mortgage,  a  private  mortgage  with  the  seller  or 
such  unusual  arrangement , 

The  "PHA  221-D-2"  section  is  for  recording  the  issuance  and 
ultimate  utilization  of  "D-2"  Certificates  of  Eligibility 
(PHA  3[|.76),   It  is  necessary  to  periodically  check  how  many 
of  the  Certificates  issued  were  actually  used  to  purchase. 

The  balance  of  (financial)  information  is  recorded,  as 
previously  mentioned,  for  future  analysis  of  the  relocatee 's 
former  housing  situation  against  his  new  situation. 
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PROCESSING  THE    "SALES  liOUSING  RECORD" 


Two    (2)    Copies 

ORIGIN;   Rehousing  Section 

COMPLETED  B^;   Rehousing  Specialist  Handling  Case 


ROUTING: 


It   Rehousing  Specialist  gathers  information 
cumulatively  as  purchase  progresses, 
supplementing  form  with  handwritten 
narrative  which  he'll  keep  for  future 
reference, 

2,  Rehousing  Specialist  completes  form  when 
relocatee  has  taken  title  to  the  purchased 
property, 

3,  Rehousing  Specialist  sends  copy  to  relocation 
worker  and  files  copy  under  "Sales  Housing 
Records"  in  Rehousing  Section  pending  re- 
ceipt of  vacate  notice,   (See  #7  below) 

Ij.,  Relocation  IVorker  sends  copy  to  Relocation 
Supervisor  with  completed  case  portfolio 
upon  vacating  relocatee, 

5.  Relocation  Supervisor  sends  copy  to  records 
coordinator  with  worker's  portfolio  when  he 
has  approved  the  closing  of  a  completed  case, 

6.  Records  Coordinator  will  ultimately  file 
copy  in  permanent  case  folder  and  send  copy 
of  "Vacate  Notice"  to  Rehousing  Section, 

7.  Rehousing  Specialist  will,  upon  receipt  of 
"Vacate  Notice",  add  information  from  "Sales 
Housing  Record"  to  the  Rehousing  Section's 
cumulative  "Sales  Housing  Statistics"  form 
and  will  put  the  Sales  Housing  Statistics 
number  on  the  "Sales  Housing  Record", 
indicating  it  has  been  recorded. 
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.■>AT,r..r;    HOUilN?   rlEG  \?.D 


I. 

pa: 

■ITLY:      Fo.   Adults 

CASE   WO. 

■' 

No.    Children 

RELOCATEE 

17EEDS             Fo.    Rooms 

SITE   ADDRESS- 
PHONE 

Code    1 

No,    Bedrooms 

1— 1 

Code    2 

> 

Parally 

Individual 

hi 

.    RELOCATION 

Site   Ovrner 
^'.'ORKER 

Site   Tenant 

i-q 

M 

Single                   2-.P 

3-F                   U-P 

F1 

M 

Location:    1 

2 

3 

Ca: 

3h  Down- Payment  Available   t_ 
ithly  Net    Income    Principal  1 

Mor 

Buyer    (  s  )   ^- 

Source 

Reasonable    Price   Range   ^' 

Special   Considerations    (Schools,    Hospital,   Transportation,   Etc.) 


II. 

PURCHASED  PROPERTY;   ADDRESS 


Broker 


Seller 


1  ■  P.Fl? 

Address 


Phone 


Type 

■  No.   R< 
Per  D 

:!oras 

u.. 

Jo,    Bedrooms 
Per  D.   U. 

Rental   Income 

Unit   Relocatee   VJill 
Occupy 

1 

2 

3 

h 

1 

2 

t^ 

■h 

Heated 

■Jnheat 

Single 

Floor 

2-P 

Suite   f 

^-P 

Other 

i-P 

TYPE   MORTGA.aE 
Conventional 


O 


^.H.A. 
^.H.A. 
^.E.A. 
J. A. 

203 

221-D-2 
220 

:!ash   Purchase 
Hher 

For  P:.H..A..221-D-2  Only 
Date    Certificate;  Issued 

Issued  To    ^Family  Member) 

Personally  .                       By  Mail 

Certificate   Ultimately  Used:   Yes 
Reason  ,. If  Not  Used 

No 

Sales    Price   •*_ 
nHtg.    Term 


Down  Payment  ^ 


Years  Interest  Rate 


Mortgage  Amt  ^_ 
Mortgagee 


MONTHLY  GROSS  KOUSIFO  EJCPENSE  J 


Principal  and  Interest 


f. 


\  kl 


^„  'osds  SuTsnoqaH' 


sivd  aivovA      SHadVJ  ^zssvd  Ei- 


ej:oi,.i  •.(■  xB"F9.Us,f9j.f>g  f*eM  ..__  ^ p][p   f^^gouj    jq  ^ 

^8Buedxa  iSutsnoH  aeiujiojj  ^         ^   ssusdxs   SuxsnoH  -^mO-UQl/i   ^9i\[ 


_^  aiuooui    xBq.u3H  •^'^mO-UOj/i   ssa^ 
^  TVJJOuj 

~"                      ■•             saxc^Tif^n  aaq:io 
■~.  .,  ,.    '.- ^«3H 


SALES  HOUSING  STATISTICS 


This  form  is  to  be  used  for  the  cumulative  recording  of 
information  on  purchases  by  relocatees.   Since  the  Federal 
HUD-666  and  our  V/eekly  Reports  use  the  terminology  "Sales 
Housing"  with  reference  to  relocatee  purchases,  it  is 
practical  that  we  standardize  this. 

The  form  is  maintained  by  the  Senior  Rehousing  Specialist, 
The  necessary  information  is  gathered  via  the  "Sales 
Housing  Record",  completed  as  each  relocatee  vacates  to 
a  purchase. 

Most  of  the  headings  are  self-explanatory,   "No,"  related 
to  types  of  mortgages,  "Rehab,  Cost",  "New  Homes  Program", 
etc.  is  for  the  cumulative  counting  of  the  occurrence  of 
each  item  to  which  it  relates,   "R"  beside  "VA"  means 
reinstated  VA,  i.e.,  a  veteran  who  had  bought  the  property, 
which  we  acquired,  with  a  VA  Guaranteed  Loan  and  has  gained 
full  reinstatement  of  his  VA  eligibility.   This  will  be 
counted  cumulatively  also. 

Sales  housing  information,  as  other  statistics,  may   be 
sought,  for  purposes  other  than  routinely  scheduled  re- 
ports, upon  very  short  notice.   Daily  use  of  this  form 
will  assure  an  accurate  and  almost  immediate  response  to 
any  such  special  requests. 
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"SALES  LISTING  CARD":   Utilized  by  the  Rehousing  Specialist 

to  Record  Properties  i^vailable  For 
Sole.   The  information  noted  is  well- 
known  to  the  specialist.   Brief  comments 
to  those  unfamiliar  with  real  estate 
listings  are: 

1.  "ASSESSMENT"  is  the  assessed  value  determined  by 
the  assessors  of  the  city  or  town  upon  which  the 
real  estate  taxes  are  based. 

2.  "TAXES"  refers  to  the  amount  of  the  annual  real 
estate  tax  bill.   This  is  determined  by  multyplying 
the  tax  rate  by  each  thousand  of  assessed  value. 
(Tax  rates  are  X-number  of  dollars  per  thousand 

of  the  assessed  value).   '^n  example: 

Boston  Tax  Rate  1966,  ^^ll5  per  t'lOOO. 

assessment  on  a  property  1^6000. 

Thus  the  tax-payer  will  pay  6  x  '1^115 

or  '|ll5  for  each  thousand  of  assessed  value 

=  1690  for  the  year. 

It  i 3  helpful  to  note  the  taxes  on  a  monthly  basis 
as  well  for  quick  reference  for  later  figuring  of 
finance  and  monthly  payments. 

3»   "Heat"  is  usually  categorized  by  type  which  might 
be  steam,  hot  water,  hot  air,  etc.  and  by  fuel 
i.e.,  gas,  oil,  coal  or  electricity, 

[|..  Knowing  the  status  of  "Any  Existing  LEASES"  is 
very  important  to  relocation.   Such  leases  may 
present  major  barriers  to  reasonably  early  occupancy 
by  the  relocatee  in  the  apartment  he  wishes. 
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Address 


Date  Listed_ 
Phone 


BOSTON  REDEVELOPMENT  AUTHOiriTY 
SALES  LISTING  CARD 


By  Owner}  | 
By  Agent  I  ~i 


Type 

Price 

Assessment 

Taxes  ^ 
Lot   Size 

Yr  3s 

Mo 
Sq   P^t 

No. 
{com!: 

Porches 
Fr     i  Rr  : 

"  No, 
Jaths 

'              HEAT 
Tvpe      ,    Fuel 

llot           LEASES 
Mate:'  Yes     No 

Inc  ome 

Ist 

2nd 

3rd 

Other 

- 

Garage 

Transport  at  ion_ 

Remarks 


-Car 


Driveway  Only_ 
Schools 


Neither_ 
Stores 
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dwelling  \anits,  

E,    To  refer  standard  housing  units  with  waiver  applicable 
in  cases  where  our  services  are  completely  rejected. 


Sample  letters  are  identified  alphabetically  as  above.  All 
letters  will  be  signed  by  the  Senior  Rehousing  Specialist 
and  sent  out  by  Rehousing  Secretary, 

The  exception  is  the  Referral  Letter  x>rith  Waiver,   This  is 
signed  by  Relocation  worker. 

NOTE;   These  are  model  letters  only.   Each  project  will 

mimeograph  the  letters  on  their  individual  letter- 
head. Use  caution  on  proper  application  of  paren- 
thetical notations  shown  on  these  models. 
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I  have  reviewed  the  information  hereon  and  find  it 
essentially  correct. 


LETTERS 


The  following  pages  show  examples  of  form  letters  to  be 
mimeographed  on  pro.ject  letterhead.   These  will  be  utilized 
where  phone  contact  is  difficult  or  impossible  and/or  where 
written  correspondence  is  imperative.   Various  uses  are: 

A,  To  contact  Relocatee  for  post-move  inspection, 

B,  To  contact  Landlord  on  sub-standard  conditions  - 
""     available  unit, 

B-1.   To  contact  Landlord  on  sub-standard  conditions  - 
relocatee  occupied, 

B-2.   Ten  day  follow  up  on  B-1. 

C,  To  refer  sub-standard  conditions  to  Housing  Inspection 
~     Department,  City  of  Boston,  for  code  enforcement, 

D,  LPA  Referral  Letter  to  Relocatee  on  available  standard 
dwelling  units, 

E,  To  refer  standard  housing  units  with  waiver  applicable 
in  cases  where  our  services  are  completely  rejected. 


Sample  letters  are  identified  alphabetically  as  above.  All 
letters  will  be  signed  by  the  Senior  Rehousing  Specialist 
and  sent  out  by  Rehousing  Secretary, 

The  exception  is  the  Referral  Letter  x^rith  Vfaiver,  Tliis  is 
signed  by  Relocation  worker, 

NOTE;   These  are  model  letters  only.  Each  project  will 

mimeograph  the  letters  on  their  individual  letter- 
head. Use  caution  on  proper  application  of  paren- 
thetical notations  shown  on  these  models. 
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A. 


(To  Relocatee    on  Post-TIove    Inspection) 


Dear 


We  have  tried  unsuccessfully  to  visit  you  several  times 
since  your  relocation. 

A  most   important  objective  of  urban  renewal  is  much- 
improved  housing  for  all  .  .  .  especially  you,  the  relocatee. 

Regulations  require  that  we  inspect  your  new  apartment. 
If  it  doesn't  meet  the  standards  of  local  housing  codes  there 
is  much  we  can  do  to  further  assist  you.  We  can  ask  your 
landlord's  cooperation,  refer  the  sub~standard  conditions  for 
code  enforcement  or  refer  you  to  other  standard  apartments  .  , 
whatever  is  necessary  to  place  you  in  standard  housing. 

Please  phone  .  .  .  now  .  .  .   (phone  number)  ...  to 
arrange  an  inspection.   Let's  see  that  your  family  gets  the 
most  out  of  urban  renewal I 

Sincerely, 


Senior  Rehousing  Specialist 
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ff:;.:.-.;""r'.    ;• 


(To  Landlord  on  Sub-Standard  Available) 
(Available  Unit) 


Dear 


As  you  knoivT,  we  inspected  your  apartment  at   (specific 

address  and  apartment  number)  on  (date)    to  include 

it  as  a  housing  resource  for  our  urbaui  renewal  relocatees, 

I  regret  to  say  that  the  apartment  does  not  meet  local 
housing  standards.   The  deficiencies  are: 


We  very  much  need  and  will  appreciate  your  cooperation 
in  correcting  these  sub-standard  items.   We'd  surely  like 
to  find  the  apartment  standard  upon  re -inspection  and  in- 
clude it  in  our  available  listings. 

May  I  ask  that  you  call  our  Rehousing  Assistant  ( 

rehousing  assistant's  name)  at     (phone)    .   He  will  give 
you  details  on  his  inspection. 

Since  we've  good  families  seeking  units  like  this, 
we  have  taken  the  liberty  of  scheduling  a  re -inspection 
on     (date)   .   Please  tell  Mr.  (rehousing  assistant) 
if  you  feel  you  cannot  effect  correction  by  that  time. 

Thank  you. 

Sincerely, 


Senior  Rehousing  Specialist 


^ 


vjc. 


B.(l) 

(To  Landlord  on  Sub-Standard  Occupied) 
(Relocatee  Occupied) 


Dear 


V/e  recently  inspected  apartment  (nuiaber)  at 

(address) ,  which  is  occupied  by  urban 

renewal  relocatee,         (name) . 

We  find  that  it  does  not  meet  local  housing  standards. 
The  deficiencies  are: 


One  of  the  major  objectives  of  the  urban  renewal  program 
is  to  relocate  displaced  families  to  standard  housing.   It 
is,  in  fact,  a  Federal  regulation  that  we  refer  all  sub- 
standard dwelling  units  to  the  local  code  enforcement  agency. 
We  prefer,  however,  to  take  a  more  axaicable  approach  and  ask 
that  you  cooperate  by  making  early  correction  of  these 
deficiencies. 

May  vje,  then,  ask  that  you  phone  our  inspector, 

(name) S-t    (phone) to  discuss  this 

matter  and  arrange  an  early  re-inspection.  Since  we  are 
confident  of  your  cooperation,  the  required  referral  for 
code  enforcement  will  be  deferred  until  you've  discussed 
the  matter  with  Mr. , 

Thank  you. 

Sincerely, 


Senior  iiehousing  Specialist 
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B.(?.) 
(To  Landlord,  10-Day  Follow  Up  To  B,(l) 


Dear 


Since  you've  not  responded  to  our  letter  of    (date) 
regarding  sub-standard  housing  conditions  at  apartment   (-;',') 

(address) ,  we   feel  compelled  to  fulfill 

the  Federal  regulation  xmich  requires  our  referring  the 
matter  to  the  Housing  Inspection  Department,  City  of  Boston, 
for  code  enforcement. 

We  feel  that  correction  of  these  deficiencies  should 
be  within  your  capability.   VJouldn't  you  like  to  avoid  this 
annoying  referral?   '-/e  wish  to  cooperate.   'ion't  it  be  fair 
and  reasonable  if  we  go  ahead  with  this  referral  if  we  don't 
hear  from  you  by  (allow  2  days) ? 

In  the  event  you've  misplaced  our  letter  of     (date) 

a  reminder  ....  please  call  our  inspector,  Mr.  , 

at  (phone) to  resolve  this  matter. 

Thank  you. 

Sincerely, 


Senior  Rehousing  Specialist 
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(To  Housing  Inspection  Department  on  Sub-Standards) 


Mr,  Prank  Gens,  Director  (5  copies  - 

Housing  Inspection  Department  Ij.  to  H,I,D«) 

City  of  Boston 

Room  303 

City  Hall  Annex 

Boston,  Massachusetts  02108 

Dear  Mr,  Gens: 

Our  inspection  shows  the  following  dvjelling  unit  to  be 
sub-standard.   Efforts  to  gain  landlord  cooperation  have 
failed  or  are  impractical,   I  respectfully  request  that  your 
department  inspect  this  unit  and  notify  us  of  action  you'll 
be  taJking, 

Address Apt,  # Floor 


Relocatee-Occupant Vacant  (check) 

Landlord Phone    

His  Address 

B,R,A.  Inspector Phone 

Date  B.R.A,  Inspected 


Sub-Standard  Conditions (Be  specific  on  each  deficiency, 

its  extent  and  location  in  the  unit,  building  or 

environment) 

Remarks :__ 

Your  cooperation  will  be  greatly  appreciated. 

Sincerely, 


Senior  Rehousing  Specialist 
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2i 

(Referral  Letter  to  Relocatee  on  Available  Standard) 


Dear 

Enclosed  is  information  on  housing  we've  located  for 
you.   Our  inspection  shows  it  to  meet  local  building  and 
health  standards. 

This  housing  fits  the  needs  and  location  you've  expressed 
to  me  as  desirable.   The  rent  is  within  your  means. 

Since  good  standard  apartments  are  not  long  available, 
I  strongly  urge  that  you  see  this  .  ,  •  right  nowj   If  I  can 
assist,  with  transportation  or  otherwise,  please  call  me  ,  ,  , 
now  •  •  .  at  , 

After  seeing  this  housing,  please  complete  the  enclosed 
card  and  return  it  to  me.  May  I  ask  that  you  mail  the  card 
as  soon  as  possible?  It  will  let  me  know  whether  the  housing 
might  still  be  available  to  some  other  displaced  family  with 
similar  needs.   If  this  housing  was  not  to  your  liking,  the 
card  will  also  let  me  know  how  to  adjust  ray  search  for  that 
which  will  more  precisely  fit  your  needs. 

Sincerely, 


Relocation  Assistant 


Enclo  sur e  s :   Card 

List  of  Apartments 
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Instructions  For  D. 


LETTER  REFERRING  STANDARD  HOUSIM&  TO  RELOCATEE: 

This  letter  is  executed  in  triplicate  by  the  relocation 
worker.   Copies  go  to: 

1,  The  Relocatee, 

2,  Rehousing  section  (by  which  means  they  keep  track  of 
the  number  of  referrals  made  of  units  they've  procured), 

3«  Relocatee 's  case  file. 


The  list  of  housing  (one  or  more)  units  should  be  made  out 
separately  in  triplicate  and  stapled  to  the  letter.  The 
list  should  follow  the  same  format  as  our  "Available  Private 
Rentals"  form,  eliminating  non-pertinent  information. 
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(To   RelocateGj    Housing   Referpals    //Ith   i/aiver) 
(To   be   typed   individually   to   relocatee   in   each   case) 


Dear 

Our  recent  inspection  of  your  nev/  apartment  shows  that  it  does 
not  meet  the  mininiiara  standards  for  human  habitation.   On  your 
behalf,  we  have  asked  your  landlord  to  correct  these  sub- 
standard conditions.   By  now,  however,  it  is  apparent  that  he 
does  not  intend  to  cooperate. 

A  basic  purpose  of  the  Urban  Renewal  Program  is  to  provide 
improved  living  conditions  for  all  families  affected.   In  moving 
to  your  present  dwelling,  you  have  not  appreciably  improved  your 
situation.   Although  this  move  was  made  on  your  decision,  with- 
out our  advice  and  consent,  we  still  are  not  satisfied  that  we 
have  done  all  we  can  for  you. 

V/e  have  continually  x^orked  with  you  over  the  past  four  months 
and  referred  to  you  a  considerable  niomber  of  appropriate  apart- 
ments.  Since  you've  thus  far  rejected  these  referrals,  vje 
strongly  urge  that  you  look  at  the  following  listed  apartments 
which  we  have  located  for  you,  and  which  we  knovj  to  be  standard 
and  which  you  can  afford.   I  will  be  happy  to  arrange  for  you 
to  see  these  and  will  accompany  you  and  provide  transportation 
if  necessary: 


1 (A<id:c9S§,  .Details,  .Seot.si»(i. Whom. tQ.Qowtact  :.  U^p. 


3. 


Let's  improve  your  housing  situation  ,  ,  ,  right  nowi   Gall 

me  ,  ,  ,  now  ,  ,  .  at ,, 

If  you  should  not  wish  further  relocation  assistance,  we've  no 
alternative  but  to  ask  that  you  sign  the  attached  statement 
indicating  that  these  are  your  wishes.   Kindly  return  it  to  me, 


Relocation  Assistant 
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I  am  satisfied  with  the  condition  of  my  present  apartment  at 

and  do  not  wish 

to  consider  any  of  the  above  offered  listings.   I  do  not 
desire  further  relocation  assistance  from  the  Boston  Redevelop- 
ment Authority, 

Signed:  
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Instructions  For  E« 

FINAL  j^ETTER  REFERRING  STAMDARD  HOUSING  TO  RELOCATES  WHO  HAS 
SELF  •.MOVED  TO  SUB-STANDARD  HOUSING:   LETTER  ACCOMPANIED  BY 
WAIVER  FOK-1: 

The  basic  purpose  of  this  letter  is  to  encourage  the  relocatee 
to  see  and  to  choose  one  of  the  referred  units. 

It  applies  to  cases  where  relocation  assistance  was  continually 
rejected  and  the  relocatee  moved  independently  to  sub-standard 
housing. 

The  letter  should  be  executed  in  triplicate.   Ultimate  dis- 
tribution would  be: 

1st  copy  kept  in  rehousing  file, 

2nd  copy  retained  by  relocatee  upon  signing  waiver. 
3rd  copy  (signed)  returned  to  worker  for  completed 
case  file, 

A  housing  inspector  will  personally  visit  the  relocatee  with 
the  referral  letter  (two  copies)  and  the  waiver  (three 
copies).   He  will  strongly  urge  the  relocatee  to  visit  the 
referred  units  with  him  then  and  there,  encouraging  their 
interest  in  better  housing  to  the  best  of  his  ability. 

Upon  recognizing  complete  rejection  of  his  services,  he  will 
ask  that  the  relocatee  sign  the  waiver.  It  should  be  signed 
in  triplicate  for  distribution  as  follows: 

1,  Relocatee  keeps, 

2,  Rehousing  file, 

3,  To  worker  for  completed  case  file. 

A  waiver  of  this  nature  is  a  last  resort,   A  case  history, 
including  such  a  waiver,  must  reflect  the  most  exhaustive 
effort  on  behalf  of  the  relocatee  in  spite  of  his  continued 
indifference  to  relocation  assistance. 
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BOSTON  REDEVELOPMENT  AUTHORITY 


PAI4ILY  RELOCATION  DEPARTMENT 


SECTION  Ii. 


PHA  221-D-2  PROVISIONS  AND  PROCEDURES 


AND 


VA   REINSTATEI4ENT    PROCEDURES 


221-D-2  PROVISIONS  PERTAINING  TO  URBAN  RENEWAL  RELOCATEES  -::- 


PRINCIPAL  V/AY5  IN  i/JHICH  221-D-2  PROGRAM!  DIFFERS  FROM  F.H.A« 
MORTGAGE  INSURANCE  PROGRAMS  FOR  HIGHER  PRICED  HOMES; 

1,  Mortgage  term  may  be  longer,  (but  not  to  exceed  2/k- 
of  remaining  economic  life  of  the  building  as  deter- 
mined by  F.H.A.)  , 

2,  Ratio  of  loan  to  property  value  may  be  higher, 

3,  Required  down  payment  may  be  less, 

ij..   Special  arrangements  may  be  made  to  provide  for 
required  down  payraent.   On  a  single-family  house, 
if  buyer  doesn't  have  the  $200  down,  the  seller 
may  arrange  short-term  deferred  payment, 

5,   F.H.A, 's  minimum  property  standards  may  be  less 

restrictive,   A  single-family  house  must  meet  F,H,A,'s 
standard  for  low  cost  housing.  Multiples  (to 
Il-fainilies)  must  meet  F.H.A. 's  regular  minimum 
property  standards, 

CONDITIONS  AiTO  RESTRICTIONS; 

1,  Purchase  cannot  exceed  i4.-family  home, 

2,  Home  must  be  relocation  housing,  i,e,  the  relocatee 
must  occupy  a  unit  there, 

3,  Relocatee  must  obtain  certification  as  displacee 
from  responsible  Local  Public  Agency,   (221-D-2 
Certificate  of  Eligibility,  F.H.A.  Form  3i|.76.) 

I).,   Good  credit  must  be  shown, 

5.  Necessary  cash  down  payment  must  be  available, 

6.  Regular  income,  sufficient  to  meet  monthly  mortgage 
payments  and  meet  all  other  obligations  and  living 
expenses  must  be  verified, 

7.  Prior  approval  of  lender  must  be  gained  before 
submitting  F.H.A.  application. 


-::-Per  F.H.A.  "Pact  Sheet"  219  Rev.  6/62 
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HOW  BORROVJER  APPLIES  FOR  LOAN; 

1,  Apply  at  any  P.H.A.  approved  lender;  bank,  savings 
and  loan  association,  mortgage  company,  insurance 
company,  etc. 

2,  V/hen  property  and  borrower  meet  with  lender's  approval 
lender  submits  applications  to  F.H.A.   These  include 
applications  for  borrower's  credit  approval  and  property 
appraisal  (Pee  $35) • 

3,  Upon  P.H.A.  approval  of  property  and  buyer,  lender  is 
notified,  examines  title  on  property  and  otherwise 
arranges  closing  of  the  loan  (conveyance,  "passing  of 
papers") • 

I4.,  The  borrower  is  advised  of  progress  and  closing  arrange- 
ments by  lender,  who  handles  all  of  buyer's  negotiations 
with  P.H.A. 

5.   Any  or  all  of  these  steps  should  be  expedited  by 

Rehousing  Specialist  as  dictated  by  the  time  element 
and  problems  encountered. 


MINIMUI4   CAoH  REQUIREMENTS   FOR  DISPLACED  FAMILIES; 
Single   Home      -     At   Least   $200 
2 -Family   "        -      "  "        $i|.00 

3-Far,iily   "        -      "  "        $600 

I|.-Pamily   "        -     "  "        $800 

THIS   CASH  INVESTMENT   I4AY  INCLUDE; 

CLOSING  COSTS  and  PREPAID  ITEMS 

Title  Search  F.H.A.  Appraisal 

Insurance  Lender's  Service 

Drawing  &  Recording  Deed  &  Mortgage  Charge 

Taxes 

Hazard  Insurance 

CAUTION;   In  counseling  relocatees  on  221-D-2  cash  require- 
ments, keep  in  mind  that  these  closing  costs  and  prepaid 
items  may  well  exceed  the  $200  cash  investment  noted  for  a 
single  house  or  possibly  the  $i|.00  noted  for  a  2-family. 
It  is  milikely,  however,  that  these  costs  would  exceed  the 
$600  or  $800  for  a  three  or  four-family  house,   A  forecast 
of  the  closing  costs  can  be  asked  of  the  lender  upon 
application  for  the  mortgage. 


6ij. 


F.H.A.'S  DOVJl^T  PAYI-IENT  FORI'IULA  FOR  DISPLACED  FAMILIES; 
THE  INSURED  LOAN  MAY  BE  THE  LESSER  OF; 

A,  100$^  of  F.H.A.  value  including  closing  costs  or 

B,  100^  of  F.H.A.  value  plus  items  of  prepaid  expenses 
minus  $200  per  living  unit  or 

C,  100^  of  acquisition  cost  of  property  including 
closing  costs  plus  items  of  prepaid  expenses  minus 
$200  per  living  unit, 

MORTGA&E  REPAYI'iENT  TERI4  FOR  DISPLACED  FAMILIES; 

A,  May  have  maturities  up  to  lj.0  years  except, 

B,  No  term  will  exceed  three-fourths  of  F.H.A, 's 
estimate  of  the  remaining  economic  life  of  the 
building  improvements. 

MONTHLY  PAYMENTS  INCLUDE; 

Interest  on  Loan 

Principal 

F,H,A.  Mortgage  Insurance  Premiijm 

Fire  and  Other  Property  Insurance  (Optional  with  Bank) 

Taxes  and  Special  Assessments 

Miscellaneous  Items 

INTEREST  RATE;   Currently  h^   +  ^  F.H.A.  Mortgage  Insurance. 

MORTGAGE  LIMITS;  Vary  by  counties,   (See  Schedule,) 
Mortgage  amount  may  represent  100%  of  F.H.A.  value. 
However,  on  homes  approved  bjr  F.H.A.  after  construction 
has  started  and  within  a  year  after  completion,  the  mortgage 
cannot  be  more  than  90^  of  value. 

If  home  is  to  be  rehabilitated,  the  amount  of  the  mortgage 
may  represent  the  sum  of  the  estimated  repair  and  rehabili- 
tation cost  and  the  estimated  value  of  the  property  before 
repair  and  rehabilitation. 

If  an  existing  mortgage  on  the  home  is  to  be  re-financed, 
the  mortgage  amount  cannot  exceed  the  estimated  cost  of 
repair  and  rehabilitation  plus  the  amount  necessary  to 
refinance  the  existing  indebtedness. 
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il': 


221-D-2  ELIGIBILITY  AND  PROCEDURE 


1,  To  'jJhom   May  A  Certificate  Of  Eligibility  Be  Issued? 

To  the  head  of  a  family  who  meets  other  noted  require- 
ments.  In  the  case  of  two  or  more  families  sharing  one 
household,  the  head  of  each  family  may  be  issued  a 
certificate  i_f  each  intends  to  establish  separate 
housing  accommodations, 

2,  How  Many  Certificates  May  A  Relocatee  Receive?   One  only, 

3,  What  Period  Of  On-Site  Residency  Governs  Eligibility? 
From;   The  project  approval  date 

OR  a  later  beginning  date  set  by  Local  Public 
Agency  if  such  is  more  favorable  to  carrying 
out  the  project. 
To  t     Project  completion  date, 

li..      Who  Can  Confirm  These  Dates?   Project  Director  or  Deputy, 

$,      Is  A  Relocatee  Who  Wishes  To  Voluntarily  Relocate  Prior 
To  Acquisition  Eligible  For  A  Certificate? 
Yes,  if  he  meets  head-of-family  and  residency  require- 
ments and  his  relocation  is  reasonably  expected  to 
occur  within  two  years  of  his  application, 

6.  Can  A  Certificate  Be  Issued  To  A  Relocatee  After  He 
Has  Moved? 

Yes.   He  must  apply  within  two  years  of  his  move, 

7.  Can  A  Certificate  Be  Issued  To  A  Relocatee  Who  Is 
Faced  With  The  Threat  Of  Loss-Of-Occupancy? 

Yes,   The  loss-of-occupancy  must  be  reasonably  expected 
to  occur  within  two  years  of  the  date  of  application, 

8.  If  An  Eligible  Applicant  (Head-Of -Family)  Cannot.  For 

One  Reason  Or  Another,  Qualify  For  FHA  Mortgage  Insurance, 

Can  A  Certificate  Be  Issued  To  Another  Member  Of  The 

Household? 

Yes.  To  that  member  of  the  family  or  household  otherwise 

eligible,  who  can  qualify.   The  return  of  the  originally 

issued  certificate  is  absolutely  necessary  before  the 

issuance  of  a  certificate  to  any  other  family  member, 

9.  Who  Executes  The  Certificate  -  FHA  Form  3U.7^.  Revised 
12/61?   The  Local  Public  Agency,   (BRA) 
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10,  Wh.0 ,  Within  The  Agency,  Prepares  The  Certificates? 

The  Rehousing  Specialist  who  is  assisting  the  relocatee 
applicant, 

11,  Vi/ho  Affirms  The  Relocatee 's  Eligibility  By  Signing  The 
Certificate  As  Certifying  Official  For  The  Agency? 
The  Project  Supervisor  of  Family  Relocation, 

12,  i/Jhat  Recourse  Has  The  Agency  If  A  Relocatee 's  Residency 
Is  Found  To  Have  Been  Temporary  For  The  Sole  Purpose  Of 
Establishing  Eligibility  For  Section  221  Assistance? 

At  their  discretion,  the  Agency  can  deny  issuance  or 
rescind  an  issued  certificate, 

13,  To  Whom  Should  Questions  On  An  Applicant's  Eligibility 
Be  Referred? 

The  local  PHA  Insuring  Office  -  JFK  Federal  Building, 
Government  Center,  Boston,  Mass,  02203,  Tel:   223-7305. 

li;.   How  Many  Copies  Of  The  221  Certificate  Are  Drawn  And 
How  Are  They  Distributed?   Three  (31  copies  are  used, 
1st  -  to  relocatee  -  applicant, 
2nd  -  to  FHA  via  mortgagee, 
3rd  -  retained  and  file  maintained  by  Rehousing  Section, 

15.  Must  FHA  Be  Notified  Of  Cancelled  Or  Rescinded 
Certificates?   Yes, 

16,  Can  A  221  Certificate  Of  Eligibility  Be  Utilized  Other 
Than  In  Purchasing? 

Yes,   In  applying  for  occupancy  in  a  rental  unit  built 
or  rehabilitated  with  the  aid  of  FHA  Section  221 
insurance.   Urban  Renewal  relocatees  have  priority  in 
occupancy  of  such  units.   They  are,  however,  subject 
to  all  tenant-selection  procedures  established  within 
the  law  by  the  sponsor  of  the  221-D-3  housing, 

17.  How  Are  Issuance  And  Utilization  Of  221-D-2  Certificates 
Recorded? 

See  "''Certificate  of  Eligibility,  PHA  Form  3i|.76,"  pages  70-73, 

18,  Is  A  Single  Person  Eligible  For  A  221-D-2  Certificate? 
Not  ixnless  he  is  age  62  or  over  or  handicapped,   (See 
FRD  Memo  No.  36I  of  10-19-66,  page  68.) 
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INTER-OPPICE  COMl'IUNICATION 
PRD  HEMOR^^NDUM  NO.  36I 


TO  PRD  Supervisors  and  Rehousing  Specialists 

PROM  Robert  A,  Caddigan,  Rehousing  Supervisor,  PRD 

DATE  October  19,  1966 

SUBJECT  ELIGIBILITY  POR  PHA  221-D-2  CERTIFICATES 


A  recent  change  in  PHA  Form  3^76,  "Certificate  of 
Eligibility"  under  Section  221  of  The  National  Housing 
Act,  was  the  addition  of  specific  reference  to  "single 
persons  62  years  or  older  or  a  handicapped  person." 
This  made  me  wonder  about  the  eligibility  of  single 
persons,  displaced  by  urban  renewal,  who  might  not  be 
62  or  older  nor  handicapped,   I  wrote  PHA  for  a  decision, 

Mr,  John  V/.  Plynn,  local  PHA  Director,  answers... 
quote,,,  "A  single  person  i-^ho   is  not  age  62  or  over  and  is 
not  physically  handicapped  is  not  eligible  for  a  Certificate 
of  Eligibility,  even  though  he  is  displaced  by  govern- 
mental action," 

An  alternative  condition  for  eligibility  noted  on 
PHA's  "Terms  and  Conditions"  (for  221-D-2  eligibility) 
states:  "If  an  eligible  applicant  cannot  for  one  reason 
or  another  qualify  for  PHA  mortgage  insurance,  a  certifi- 
cation may  be  issued  to  that  member  of  family  otherwise 
eligible  who  can  so  qualify,"   I  had  thought  that  in  such 
a  case  this  alternate  family  member  might  be  eligible  even 
if  single.  Mr.  Plynn  finds,  again,  that  he  would  not,  as 
a  single  person,  be  eligible. 

Therefore,  it  appears  we  should  not  issue  a  certifi- 
cate to  a  single  person,  unless  62  or  over  or  handicapped, 
Mhat  we  must  do  in  cases  where  an  individual's  responsi- 
bility for  the  fainily,  of  which  he's  a  member,  is  great, 
is  to  gather  sufficient  evidence  to  establish  him  in  the 
eyes  of  PHA  as  t]:ie  head  of  the  household.   My  past  ex- 
perience with  PHA  and  221-D-2  flexibility  has  been  good, 
I  feel  that  they've  been  reasonable  and  sympathetic  with 
marginal  221-D-2  borrowers  displaced  by  urban  renewal, 
I  have  no  reason  to  think  they'll  deny  eligibility  for  a 
"D-2"  Certificate  to  anyone  we  can  reasonably  show  to  be 
"head  of  a  household." 
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Eligibility  for  ?HA  221-D-2  Certificates  -  cont'd. 


Please  remember  "D-2"  certificates  can  be  used  in 
seeking  Phul  mortgage  insurance  or  in  establishing  one's 
right  to  priority  consideration  for  occupancy  in  PHA 
financed  rental  housing,   V/e  cannot  issue  a  certificate 
for  either  purpose  to  a  single  person  who  is  under  62  and 
not  handicapped. 

Mr.  Plynn's  letter  of  October  12,  I966  will  be  our 
precedent  and  kept  on  file  in  my  office. 


RAC:klg 

cc:   Messrs.  Smart,  Maddox,  Topalian,  Richardson, 
Liederman,  Brooks,  Coffey,  Parren  and  Russell 
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P.H.A.  SECTION  221 


CERTIFICATE  OP  ELIGIBILITY 


F.H.A.  FORM  3i;76  REVISED  2/61^ 


RELATED  DEFINITIONS 

1,  "URBAN  RENEWAL  AREA" 

Slum  Area 

Blighted  Area  Approved  by  Housing  &  Home 

Deteriorated  Area         Finance  Agency  (now  HUD) , 
Deteriorating  Area 

A.  "TITLE  I  PROJECT";   Federally  assisted  under  housing 
act  of  19ij-9»  as  amended . 

"EFFECTIVE  DATE;   TITLE  I  PROJECT"; 

"DATE  OF  CONTRACT";   For  survey  and  planning 
advance,   (Not  including  G-.N.R.P.  feasibility 
survey)  or  date  of  letter  to  proceed, 

B.  "EFFECTIVE  DATE;   NON-ASSISTED  PROJECT"; 

Date  of  approval  by  Administrator,  or  his  delegate, 
of  the  Urban  Renewal  plan, 

2,  "G0VERM'4ENTAL  ACTION";   See  Schedule  under  #2,  Page  1, 
"Supplement  to  Form  3l|.76"  attached. 

3,  "DISPLACED  AS  A  RESULT  OF  GOVE/^NMENTAL  ACTION"; 

A,  Loss  of  occupancy  or 

B,  Existence  of  threat  of  loss  of  occupancy  —  in  a 
residential  property  as  a  result  of  any  defined 
governmental  action,   (Urban  Renewal) 

k.       "ELIGIBLE  APPLICANT": 

A,  Head  of  a  family,  and 

B.  Resident  of  U.R.  area  on,  or  after,  effective  date 
shown  above  (Item  1,),  and  prior  to  project 
completion  date. 
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FEDERAL  HOUSING  ADMINISTRATION 


CERTIFICATE  OF  ELIGIBILITY 


FHA  FORM  NO.  3476  Under  Section  221  of  the  National  Housing  Act 

Rev.  2/65 


"> 


PART  I  -  STATEMENT  OF  APPLICANT 


INSTRUCTIONS:    This  Certificate  should  be  shown  to  a  lender  in  making  application  for  mortgage  insurance  under  Section  221,  or 
submitted  to  the  owner  or  managing  agent  of  a  property  in  applying  for  occupancy  in  a  rental  unit  built  or  rehabilitated  with  the  aid 
of  such  insurance.    It  is  to  be  understood  that  in  the  case  of  an  application  for  commitment  to  insure  property  under  Section  221,  the 
applicant  must  meet  other  terms  and  conditions  prescribed  by  the  Commissioner,  FHA. 


Applicant  -  Last  Name  -  First  -  Middle  (Print  or  Type) 


Present  Address  (Number,  Street,  City,  County  and  State) 


I  hereby  Certify  to  the  Federal  Housing  Administration  that  the  foregoing  information  is  correct,  that  I  am  (l)  the 
head  of  a  family  or  household,  or  (2)  a  single  person  62  years  of  age  or  older,  or  (3)  a  handicapped  person,  and  that  I 
have  not  been  previously  issued  a  Certificate  of  Eligibility  under  Section  221  of  the  National  Housing  Act. 


(Date) 

(Signature  of 

Applicant) 

Section   1001 
wi  Ifully  false 
States  as  to 

of  Title   18  of  the  United  States  Code  makes 
statement  or  misrepresentation  to  any  Depar 
any  matter  within   its   jurisdiction. 

it  a  Criminal  Of) 
tment  or  Agency 

ense 
of  th 

to  make  a 
e  United 

PART  11  - 

STATEMENT  OF  CERTIFYING  OFFICIAL 

NOTE:  This  Certificate  makes  the  holder  eligible  for  consideration  to  receive  the  benefits  of  FHA  mortgage  insurance  under  Section 
221  of  the  National  Housing  Act  and  is  issued  to  assist  in  financing  the  purchase  or  construction  of  a  dwelling  or  the  renting  of  a 
dwelling  unit  constructed  under  Section  221,  provided  all  such  dwelling  units  are  available  under  the  Section  221  Relocation  Housing 
Program  being  carried  out  by  the  issuing  community.    This  Certificate  has  no  reference  or  relationship  to  an  applicant's  financial 
Jlifications  for  mortgage  insurance.    The  Certificate  is  valid  for  a  one-year  period  beginning  with  the  date  of  issuance. 


1  hereby  Certify  to  the  Federal  Housing  Administration,  based  on  information  available  to  me,  that  the  applicant 
been  or  is  subject  to  displacement  due  to  the  follov 
3476  for  types  ((2a,  2b,  etc.))  of  Governmental  action.) 


has  been  or  is  subject  to  displacement  due  to  the  following  Governmental  Action.    (See  supplement  to  FHA  Form  No. 

:■))  of  " 


(Signature  of  Certifying  Official) 


(Day)  (Month)  (Year)  (Title  of  Certifying  Official) 


(Day)  (Month)  (Year)  (Name  of  Local  Agency,  Department, 

Bureau,  Organization,  ttc.) 

(CERTIFICATE  EXTENSION,  IF  ANY,  ON  REVERSE  SIDE) 
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FHA  FORM  NO.  3476  (Supplement) 

Rev.   10/65  DEPARTMENT  OF  HOUSING  AND  URBAN  DEVELOPMENT 

FEDERAL  HOUSING  ADMINISTRATION 

INSTRUCTIONS  FOR  THE  ISSUANCE  OF  CERTIFICATES  OF  ELIGIBILITY 

UNDER  SECTION  221  OF  THE  NATIONAL  HOUSING  ACT 

DEFINITIONS 

L  Urban  Renewal  Area  -  A  slum  area  or  a  blighted,  deteriorated  or  deteriorating  area  in  a  locality  which  the  Hous- 
ing and  Home  Finance  Administrator  approves  as  appropriate  for  an  Urban  Renewal  Project.  The  Administrator's 
approval  of  an  area,  as  appropriate  for  an  Urban  Renewal  Project,  will  be  effective  as  follows: 

a.  For  Title  I  Projects,  Federally-assisted  under  the  Housing  Act  of  1949  as  amended,  the  date  of  a  contract  for 
survey  and  planning  advance  (exclusive  of  a  contract  for  a  survey  to  determine  the  feasibility  of  the  under- 
taking of  an  Urban  Renewal  Project  or  for  a  survey  to  develop  a  "General  Neighborhood  Renewal  Plan")  or  a 
Letter  to  Proceed. 

b.  For  "non-assisted"  Urban  Renewal  Projects,  the  date  of  approval  by  the  Administrator  or  his  delegate,  of 
the  Urban  Renewal  Plan. 

2.  Governmental  Action  - 

a.  Direct  construction  by  all  instrumentalities  of  Government,  e.g.,  public  buildings,  military  installations, 
highways,  schools,  playgrounds,  low-rent  projects  by  local  housing  authorities,  power  projects,  etc. 

b.  Slum  clearance,  urban  redevelopment  and  urban  renewal  activities  of  all  instrumentalities  of  Government, 
e.g.,  land  acquisition;  site  clearance;  rehabilitation  work  both  publicly  and  privately  (pursuant  to  publicly 
sponsored  enforcement  of  voluntary  programs)  financed;  privately  financed  new  construction  on  a  publicly 
sponsored  clearance  site;  etc.,  (publicly  financed  projects  on-site  included  in  (a)  above.) 

c.  Enforcement  of  housing  standards  and  the  demolition,  closing  and  improvement  of  dwelling  units  through 
actions  of  public  bodies  or  courts,  e.g.,  code  enforcement,  including  health  and  safety  ordinances;  occupancy 
ordinances,  etc. 

d.  Privately  financed  construction  of  public  buildings  under  lease-purchase  agreements  with  Government  instru- 
mentalities, e.g..  Federal  buildings  built  under  such  agreements  with  the  General  Services  Administration 
and  the  Post  Office  Department. 

e.  Slum  clearance  and  urban  redevelopment  activities  and  construction  on  the  clearance  site  by  private  groups 
and  organizations  having  the  power  of  eminent  domain,  e.g.,  public  utilities,  limited-dividend  housing  corpo- 
rations, etc. 

f.  Construction  by  quasi-public  bodies  such  as  State  universities. 

g.  Removal  and  demolition  of  publicly  owned  buildings  by  all  instrumentalities  of  Government,  e.g.,  publicly 
owned  defense  housing.  Veterans'  Reuse  housing,  dwellings  on  grounds  of  public  institutions,  etc. 

h.  Removal  and  demolition  of  privately  owned  buildings  by  a  public  body  in  the  interest  of  public  health,  wel- 
fare and  safety  (not  necessarily  connected  with  the  code  enforcement  activities  mentioned  above)  e.g.,  flood 
control  operations,  fire-fighting  operations,  etc. 

i.   Eviction  of  over-income  tenants  in  low-rent  projects  operated  by  a  public  body,  e.g.,  projects  financed  with 
Federal  aid.  State-aided  projects,  etc. 

j.   Displacement  resulting  from  tenants'  inability  to  pay  increased  rents  as  a  result  of  publicly  sponsored  reha- 
bilitation or  of  improvements  made  in  connection  with  the  enforcement  of  housing  standards. 

3.  Displaced  as  a  Result  of  Governmental  Action  -  Loss  of  occupancy  or  the  existence  of  a  threat  of  loss  of  occu- 
pancy, in  a  residential  property  as  a  result  of  Governmental  action  as  defined  in  Paragraph  2  above. 

4.  Eligible  Applicant  -  Either  the  head  of  a  family, or  a  single  person  sixty-two  years  of  age  or  older    or  a  handi- 
capped person  are  eligible  applicants  provided  such  persons  are  residents  of  an  Urban  Renewal  Area  in  such 
community  on  or  after  the  date  established  pursuant  to  Paragraph  1  above;  or  provided  such  persons,  irrespec- 
tive of  whether  or  not  they  reside  in  an  Urban  Renewal  Area,  have  been  or  are  to  be  displaced  by  governmental 
action  in  such  community,  as  defined  in  Paragraph  2  and  3  above. 
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-JBqs  AjiJBJoduia;  aJB  oq/A  saijiuiBj  ajBJBdas  aJOUi  jo  om;  jo  pasoduioo  A|jBn;oB  si  pjoqasnoq  b  qons  ajaqa  ;daoxa 
'p|oqasnoq  jo  Aijuibj  b  jo  psaq  aq;  si  oq/ft  ;uB3ijddB  ajqiSjia  ub  o;  panssi  aq  o;  si  a;B3iji;ja3  auo  UBq;  aJoui  ojyj  -g 

•uoi;8D 

-ijddB  JO  ajBp  uiojj  poiJad  jeaA-OMj  b  uiq;iA\  jnooo  o;  pa;oadxa  AjqBUOSBaj  si  sso^  b  qons  ji  panssi  aq  Abui  ajEOi 

-ji;ja3  B  'AouBdnooo-jo-ssoj  jo  jsajq;  b  q;m  paoEj  si  oq/A  jUBOijddB  ub  jo  asEO  aq;  uj  -uonBoijddB  jo  a;Bp  aq;  o; 

JOud  poiJad  JBaA-OM;  b  Suijnp  ami;  Aub  ;b  aos^d  jjoo;  ;uauiaoBjdstp  qons  ji  panssi  aq  Abui  ajEoijijjaQ  b  'paJJno 

-30  ApEaJjB  pBq  juauiaoBjdsip  asoqM  ;uB3TjddB  ub  jo  asBO  aq;  uj  *;uB3ijddB  aq;  Aq  paidnaso  Aj^BUosJad  A;jadojd 

]Bi;uapisaj  b  uiojj  aq  jsnui  A3UBdn33o  jo  ssoq  'aAoqB  pauijap  sb  'Apoq  oijqnd-isBnb  lo  oijqnd  b  jo  suiBjSoJd  JO 

sjoafojd  'sai;iAi;oE  jaq;o  JO  ;uauiaojojua  apoo  se  qons  uoijob  jB;uauiujaAo3  jo  j^nsaj  s  sb  ;uauiaoEjdsip  jo  uos 

-Baj  Aq  a|qi3i|a  auiooaq  Abui  'Bajy  ]B/Aauajj  UBqjfi  ue  ui  sapisai  aq  ;ou  jo  iaq;aqM  jo  aAi;oadsajJi  ';uBOiiddB  uy  •(? 

•3uiAoui  JO  ajBp  UIOJJ  potJad  jesA-om;  e  uiq;iM  uoi;BDTjddB  a>]BUi  'laAaMoq  ';snui  'A;tyiqi3ijg  jo 

a;Boiji;ja3  b  panssi  3uiaq  o;  JOud  uiojjajaq;  paAoui  SBq  oqM  ;nq  sa;Ep  om;  asaq;  uaaM;aq  EaJB  ub  qons  ui  paAi] 

SBq  oqM  ;uBOijddE  uy  •;uBoijddE  jEnpiAipui  aq;  jo  Aji^iqiSip  aq;  saqsi{qB;sa  'Jo;Bj;siuiuipy  ]BUOi3ajj  yjHH 

aq;  Aq  puiuija;ap  sb  'a;Bp  uoT;ajduioo  ;oafoJcj  ^BMauay  UBqjfi  aq;  o;  JOud  ;nq  a;Bp  siq;  Ja;jB  jo  uo  auii;  Aire  ;b 

BaJE  UB  qons  ui  Aouapisay  -uoijeoijijou  siq;  uodn  aAi;Dajja  auiooaq  jjim  ajEp  b  qons  pire  'aoijjQ  Suunsuj  yHJ 

ajBiJdojdds  aq;  Ajijou  A|]EUaJoj  j|Eqs  ydT  aq;  'A;i|iqi3ija  jo  ajEp  b  jo  ;uauiqsijqB;sa  uodQ  -j  qdBJSsJBj  ui  pa 

-qsi|qB;sa  a;Ep  ;saijJEa  aq;  uBq;  Ja;Bj  ;uBOijddB  ue  qons  joj  AjijiqiSija  jo  auii;  e  qsi]qE;sa  ';oaroJcj  ]BMauajj  UBq 

-jfl  UB  ;no  SuiAjjBO  o;  a|qEJOABj  aq  o;  uoi;o6  qons  saAaipq  ;i  ji  'Abui  AouaSy  oijqnj  jBOoq  aqx  "'^111111^113  JO 

a;B3iji;ja3  b  jo  aouEnssi  aq;  joj  a|qi3ija  auiooaq  Aeui  'uiojjajaq;  A|iJB;unjoA  a;BOO|aj  o;  SuiqsiM  puB  Baiy  jBA\au 

-ay[  usqjfi  UB  UI  3uipisaj  ';uEoi]ddB  ub  qoiq/w  uo  sa;Ep  ;saijJBa  aq;  saqsijqE;sa  ,,suoi;iuijaQ,,  Japun  \  qdsjSBJEd  •£ 

•Aoua3B 
Dijqnd  \eoo\  ajqisuodsaj  ajqBOtiddB  aq;  o;  a3i;ou  ajqBUosBaj  3uiai3  Aq  AjBSsaosu  suiaap  yHJ  ^Ml  ^^  saouajajajd 
puB  saijijoud  jBioads  qons  jo  ;uauiqsijqB;sa  aq;  o;  ;oafqns  aq  Abui  A;ijiqi3ij3  jo  a;Boiji;ja3  b  jo  aouBjdaooB  aqx '2 

'^Uvl  "'■'OjI  VHd  JO  II  JJBj  UI  ;oajja  siq;  o;  Ajijjao  ;snui  A;inqi3ii3  jo  ajsoi 
-ji;ja3  B  Suinssi  Apoq  oijqnd-isEnfa  JO  oijqnd  aqx  "uiajaq  paquosajd  suoijipuoo  puE  suija;  aq;  s;aaui  oq/A  ',,suoi; 
-luijaQ,,  japun  j?  qdBjSsJBj  ui  pauijap  sb  ';uBOiidd8  ajqiSija  ub  o;  Ajuo  panssi  aq  Abui  A;ijiqi3i]g  jo  a;BDiji:(ja3  y  "^^ 
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PROCSSSING  FHA  221-D-2  CERTIFICATE  OF  ELIGIBILITY 

FHA  FORM  3ij.76 


RECORDING  221-D-2  CERTIFICATES; 

Three  files  should  be  maintained  entitled: 

(1)  "FHA  221-D-2  Certificates  Issued." 

(2)  "FHA  221-D-2  Certificates  Utilized." 

(3)  "FHA  221-D-2  Certificates  Not  Utilized." 

As  previously  noted,  three  copies  are  made  out.   The  first 
is  held  by  relocatee,  the  second  goes  to  FHA  via  the  mortgagee, 
and  rehousing  files  the  third  in  "D-2's  ISSUED"  file  alpha- 
betically by  the  relocatee 's  narae, 

liftien  the  relocatee  takes  title  to  the  new  home,  the  Rehousing 
Specialist  will: 

1,  Confirm  that  he  did  ultimately  use  the  D-2 
certificate.   They've  frequently  secured  certifi- 
cates in  the  past  only  to  revert  to  conventional 
FHA  203  03:*  VA,   In  such  a  case,  the  two  copies  of 
the  certificate  originally  given  the  relocatee 
must  be  retrieved, 

2,  When  confirmation  is  made  that  the  certificate 
was  used,  the  Rehousing  Specialist  will  see  that 
the  rehousing  copy  is  moved  from  "D~2's  ISSUED" 
file  to  "D-2's  UTILIZED"  file. 

3,  yJhen   it  is  known  that  the  issued  certificate  was 
not  used  and  has  been  returned,  the  rehousing 
copy  will  be  moved  from  "D-2's  ISSUED"  file  to 
"D-2«s  NOT  UTILIZED"  file. 

The  Rehousing  Specialist  will,  thus,  be  readily  able,  at 
any  point  in  time,  to  provide  figures  on  D-2  certificates 
issued,  utilized  and  not  utilized. 
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SCHEDULJ^   OP    INCREASE^   MORTGAGE   LIMITS 
ONE   TO   POUR   PAMILY  DIALLINGS 
SECTION   221-D-2 


County 

Single   Family 
Dwellings 

2-Pamily 
Dwe  11  ing  s 

3-Family 
Dwellings 

h. -Family 
Dwe 1 1 ing  s 

Barnstable 

<*'13,000 

^'22,000 

f 3 0,000 

#^35,500 

Berkshire 

1U,000 

21!.,  000 

32,000 

38,000 

Bristol 

13,000 

22,000 

30,000 

35,500 

Essex 

li!-,500 

2U,000 

32,000 

38,000 

Franklin 

13 , 000 

22,000 

29,500 

35,000 

Hampden 

13,000 

22,000 

29,500 

35,000 

Hampshire 

13,000 

22,000 

29,500 

35,000 

Middlesex 

l[i,^00 

214,000 

32,000 

38,000 

Norfolk 

iU,5oo 

2U,000 

32,000 

38,000 

Plymouth 

13,000 

22,000 

30,000 

35,500 

Suffolk 

iU,5oo 

2U,000 

32,000 

38,000 

Worcester 

iU,ooo 

23,000 

31,000 

37,000 

6/8/62 


7k 


i. 


PERTINEIJT   P.H.A.   FORMS: 


P.H.A.   No.    200l|P     Request   For  Verification  Of  Deposit 

200l|.G     Request  For  Verification  Of  Employment 

2^61       Mortgagor's   Contract  With  Respect  To  Hotel 
And  Transient   Use   Of   Property 

2800       Mortgagee's  Application  For   Property 
Appraisal  And   Coinmi+-.ment 

2900       Mortgagee's  Application  Foi-  Ho^.tgiAgcrr   Appx'ovai 
And   Commitment    (Credit   Approval) 

3[|76        221-D-2   Certificate   Of  Eligibility 

Supplement  To  3kl^    (Instructions) 


In  addition  to   the    above  forms,    the    lender  must   also   submit 
to  F.H.A.    a  copy  of   the    Purchase  &  Sales   Agreement, 
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V.A.  RE-IMSTATEMENT  INFORMATION  AND  PROCEDURE 


Instructions  relative  to  Veterans'  Applications  for  Re- 
instatement of  Guaranty. 

A  basis  upon  which  used  guaranty  may  be  re-3nstated  by  V.A. 
is  the  case  wherein  the  property  has  been  taken  or  condemned 
by  City,  State  or  Federal  Government, 

1.  The  veteran's  application  for  re-use  of  guaranty  is  made 
by  letter  to  the  V.A.  Office  which  processed  the  original 
loan, 

2.  It  must  be  clear  from  the  veteran's  letter  that  a  sub- 
stantial hardship  will  result  to  him  if  his  application 
is  denied, 

3.  The  veteran's  certificate  of  eligibility  (VA  Form  l|.-l870) 
issued  in  connection  with  his  original  loan  should  also 
be  forwarded. 

i^..   The  G.I.  Loan  obligation  must  be  PAID  IN  FULL  and  the 

guaranty  certificate  returned  to  the  V.A.  by  the  lender. 
In  lieu  of  this,  a  letter  from  B.R.A.  showing  date  and 
purpose  of  acquisition  is  acceptable, 

5.   The  veterans  must  execute  V.A.  Form  l|.-l880,  "Request 
for  Determination  of  Entitlement  and  Available  Loan 
Guaranty  Entitlement", 


NOTE:   Veteran  must  submit  over  his  signature  a  statement 
evidencing  the  date  the  property  was  sold. 
The  acquisition  date  would  be  applicable  here. 
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V. 


(EXAMPLE  0^  LETTER  VETERAN 
SHOULD  SEND) 


Loan  Guaranty  Officer 

U,  S,  Veterans  Administration 

1  Beacon  Street 

Boston,  Massachusetts 

Dear  Sir: 

I  wish  to  request  reinstatement  of  my  eligibility 
for  loan  guaranty  benefits. 

My  property  at (Address) , 

originally  financed  with  a  V.A.  guaranteed  loan,  was 
acquired  on   (Acquisition  Date)   by  the  Boston 

Redevelopment  Authority  in  the  (Pro.ject) 

Urban  Renewal  program. 

Your  efforts  to  expedite  this  request  will  be 
appreci  ated. 

Very  truly  yours, 
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(EXAMPLE  OF   LETTER  PROM  B.R.A, 
to  V.A.) 


Loan  Guaranty  Officer 

U.  S.  Veterans  Administration 

1  Beacon  Street 

Boston,  Massachusetts 

Dear  Sir: 

Recent  acquisition  of  property  in  the  (Pro.ject  Name) 
Urban  Renewal  Project  Ircluded  that  of  veteran, 

( Name ) located  at  (Address  ) • 

The  date  of  acquisition  was  (Date) .   This 

information  Is  offered  jn  support  of  Mr.  

request  for  reinstatement  of  V.A.  loan  guaranty.  We 
will  greatly  appreciate  your  prompt  consideration  of 
his  application. 

Sincerely, 


REHOUSING  SPECIALIST 
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